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CHAPTER I 
:nJTRCI)UCTION 
Statement of the Problem 
The purpose of this study was to determine the job activities 
performed most frequently by clerical and stenographic workers of the 
Association of Seventh-day Adventists, and to study the implications of 
the findings for the business education program in the schools operated 
by the Association. 
Analysis of the Problem 
In order to achieve the major purposes of this study, the following 
subordinate problems were developed: 
1. To determine the educational background of each employee 
who participates in the study 
2. To ascertain the number of years each of the workers has 
been employed in his present position 
3. To determine the previous work experience the respondent 
has had within the denomination 
4. To find out the job activities which were most frequently 
performed by the employees 
5. To ascertain the job activities which were performed most 
frequently in the specific areas of stenography, type-
writing, filing, general office, off:Lce machines, and 
accounting 
Boston University 
School of Education 
Library 
6. To determine which activities consumed the major portion 
of the employees time 
7. To discover the activities which the respondents felt 
should receive more emphasis in the academy instruction 
8. To make recommendations, based on the findings of the 
study, for improving the business education program of 
the schools operated Py the Association of Seventh-day 
Adventists. 
Justification of the Problem 
Business education departments of the Seventh-day Adventist schools 
are aware of the fact that many of their graduates take positions in the 
various branches of the denomination--publishing, medical, radio and 
television, and local and union offices. 
Many men and women have written regarding the need for studies to 
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be made of the activities performed in the institutions where graduates 
of the schools are likely to find employment. One is Etier1, who states: 
The stenographic curriculum should be consistent with 
the needs and the interests of the local community. In 
order to fulfill its responsibility, the secondary school 
has to be aware of the needs and the interests of employers 
in the local community. Business education teachers should 
know the duties performed by stenographers in the locality 
where their pupils are employed, and also the level of 
1Etier, Fa:born, 11The Stenographic Curriculum Pattern," I!:.£ American 
Business Education Yearbook, Volurae XIII, The Eastern Business Teachers 
Association and the Nationa.l Business Teachers f:ssociation, Somerset Press, 
Somerville, New Jersey, 1956, p. 190. 
achievement necessary for performing each job. This knowledge 
is necessary if the graduates of the high school are to find 
satisfaction in their work and to contribute to the welfare 
of society. 
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This study will enable the schools to know how much emphasis to place 
on various aspects of instruction in order to prepare the students to 
adequately meet the general clerical and stenographic requirements expected 
of the workers employed by the denomination. 
Delimitation of the Study 
This study was limited to a survey of the stenographic and clerical 
employees of the Association of Seventh-day Jl.dventists. No bookkeeping 
employees ;;ere included. 
Only four of the union conferences were included in the survey; 
namely, Atlantic Union, Lake Union, Colw:fuia Union, and Pacific Union. 
These unions include offices and institutions in New York, Massachusetts, 
Naine, Illinois, Indiana, Nichigan, Wisconsin, Ne'J Jersey, Ohio, Virginia, 
Pennsylvania, West Virginia, Maryland, Washington D. C., Arizona, California, 
Nevada, and Utah. 
Organization of the Study 
In Chapter I is given an introduction to the study. Chapter II gives 
a background for the study, Chapter III presents a review of related lit-
erature, while Chapter IV lists the procedural steps taken to complete the 
study. Chapter V presents an analysis of the data obtained from the study, 
and Chapter VI gives a summary of the findings and conclusions. 
CHAPTER II 
BACKGROUND OF STUDY 
In order to enable the reader of this study to understand better 
the information gathered and tabulated herein, this chapter presents 
a brief description of the organization of the work of the Association 
of Seventh-day Adventists and the aims and purposes of Seventh-day 
Adventist schools. 
The following paragraph taken from the 1959 Yearbook1, which is 
compiled by the statistical department of the General Conference of 
Seventh-day Adventists, gives a brief history of the beginnings of the 
Seventh-day Adventist denomination: 
The Seventh-day Adventist denomination was organized 
May 21, 1863, with a constituency of 125 churches, and 
3,500 members. The work was largely confined to North 
P~erica until the year 1874, when the first missionary, 
Elder J. N. Andrews, was sent to Switzerland. Gradually 
other countries were entered. In 1886 a minister went to 
Russia, the first non-Protestant country in which this work 
was started. The schooner "Pitcairn" was launched in San 
Francisco Bay on July 28, 1890, and was soon prepared to 
carry groups of missionaries to various Pacific islands. 
In 1894 Seventh-day Mventist workers first entered a 
heathen land, opening a mission in }!atabeleland, South 
P.frica. South t.lllerica was entered the same year, and 
Japan in 1896. 
The Yearbook also indicates the number of workers carrying on the 
work of this denomination. 
From 1901 to the close of 1957, 8,367 missionaries 
have been sent out for service in all the larger countries 
1Klaser, H. W. (Editor), 12.22 Yearbook of :!::h£ Seventh-day Adventist 
Denomination, Review and Herald Publishing Association, Washington, 1958, 
P• 4. 
of the world and in many islands of the sea. Evangelistic 
and institutional workers numbering 45,930 at the close of 
1957 were using 787 languages and modes of speech in their 
gospel service.l 
The headquarters for the Seventh-day Adventist denomination, whose 
legal name is the Association of Seventh-day Adventists, is located in 
Washington, D. C., and is called the General Conference of Seventh-day 
Adventists. The world field is divided into thirteen divisions, such 
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as the North American Division, South American Division, Northern European 
Division, et cetera. Each division is then broken down into several union 
conferences. The North American Division contains ten unions, some of which 
are the Atlantic Union Conference, Lake Union Conference, and Columbia 
Union Conference. The union conference is in turn divided into local 
conferences. For example, the Lake Union Conference includes the Illinois 
Conference, Michigan Conference, Wisconsin Conference, and Indiana Conference. 
The following excerpt from the Yearbook2 gives some idea of this 
breakdown: 
The membership of the 12,291 Seventh-day Adventist 
churches throughout the world was 1,102,910, at the close 
of 1957. There were 71 union conferences and missions, 
343 local conferences and organized mission fields, and 
557 institutions. Of the 45,930 workers, 17,162 were in 
North Pmerica, and 28,768 in other countries. 
At the head of this organization is the president and other officers 
of the General Conference. Each d:ilrision or conference has officers 
including a head for each department. In some offices one man has two 
or more departments, but in most cases just one department. The major 
departments are educational, publishing, medical, radio and television, 
temperance, religious liberty, and sabbath school and home missionary. 
1Ibid, P• 4. 
21£.:j,£, p. 4. 
The extent of some of the publishing, medical, and educational work 
can be seen from the following that has been taken from the Yearbook1: 
The 1957 Statistical Report showed that there were 
43 Seventh-day Adventist publishing houses and branches 
with book and periodical retail sales amounting to 
$21,547,157.67. These publishing houses employed 1,915 
persons in producing this literature, and 3,483 literature 
evangelists were engaged in its distribution. SDA literature 
was printed in 214 languages, and 385 periodicals were issued. 
Sanitariums, hospitals and clinics numbering 197 were 
engaged in ministering to the sick, with 10,859 physicians, 
nurses and other attendants caring for the 220,496 house 
patients in the institutions and furnishing 2,569,090 
additional treatments and medical services. 
There were 4,672 elementary schools and 278 secondary 
and advanced schools with 9,869 teachers employed, and an 
enrollment of 256,334 pupils. At the close of the 1956-
1957 school year, 1,073 students entered some branch of 
the denomination's work. 
From these statistics, it can be seen that there would be many 
stenographic and clerical workers in the various offices of the 
denomination. 
The Seventh-day Adventist denomination operates fully accredited 
elementary and secondary schools. There are also several colleges, 
nursing schools, a medical and dental school, and a newly organized 
university. All of these schools of higher education hold full accred-
itation from both denomination and state boards of education. 
The main purpose for the operation of these schools is given by 
White in her definition of true education. 
1Ibid, P• 4. 
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True education means more than the pursual of a 
certain course of study ••• It is the harmonious 
development of th~ physical, the mental, and the 
spiritual powers. 
White2 also gives the aims for this true education, which will be 
given briefly in the following paragraphs: 
To restore in man the image of his Haker, to bring 
him back to the perfection in which he was created, to 
promote the development of body, mind, and soul, that the 
divine purpose in his creation might be realized,--this 
was to be the work of redemption. This is the object of 
education, the great object of life. 
The Holy Scriptures are the perfect standard of 
truth, and as such should be given the highest place 
in education. 
Every human being, created in the image of God, is 
endowed with a power akin to that of the Creator,--
individuality, power to think and to do ••• It is the 
work of true education to develop this power; to train 
the youth to be thinkers, and not mere reflectors of 
other men's thoughts ••• Instead of educated weaklings, 
institutions of learning may send forth men strong to 
think and to act, men who are masters and not slaves 
of circumstances, men who possess breadth of mind, 
clearness of thought, and the courage of their convictions. 
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The opportunities open to students in a Seventh-day Adventist school 
may be summarized best by quoting again from White3. 
Before the student there is opened a path of con-
tinual progress. He has an object to achieve, a standard 
to attain, that includes everything good, and pure, and 
noble. He will advance as fast and as far as possible 
in every branch of true knowledge. But his efforts will 
be directed to objects as much higher than mere selfish 
and temporal interests as the heavens are higher than 
the earth. 
lWhite, Ellen G., Education, Pacific Press Publishing .llSsociation, 
!1ountain View, California, 1903, p. 13. 
2~, p. 15-18. 
3Ibid, p. 18-19. 
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It has been the purpose in this chapter to give a brief review of the 
organization of the Association of Seventh-day Adventists and to give the 
purpose for the establishment of an educational system. In the next 
chapter, a review of related literature will be found. 
CHAPTER III 
RE\TIE'tl OF RELA1ED LITERATURE 
This study is being made in order to determine the major activities 
of the stenographic and clerical workers in the offices operated by the 
Association of Seventh-day Adventists, and to study and evaluate the 
business curriculum in schools operated by this Association. Even though 
many similar studies have been made, it is important that a study be made 
of the particular firms where a school expects to place its graduates. 
It is apparent that the major work done in different areas or types of 
business Var'J, as can be noted by the review of research that is given 
here as a background for the present study. 
Kennedyl made a follow-up study and job analysis of the clerical 
practice graduates of Somerville High School in Somerville, ~lassachusetts. 
She found that 
The ten most frequently performed activities were 
tabulated as using office machines, typewriting, filing, 
telephoning, handwriting, posting entries, recording 
entries, using the comptometer, general bookkeeping, and 
doL~g messenger work. 
According to the responses, typewriting was the most 
helpful subject for 126 of the graduates, clerical practice 
for 113, English for 103, and office machines for 38. 
From the results of her survey, Kennedy also observed that 
As high school training is terminal education for about 
65 per cent of the clerical practice graduates, every effort 
1Kennedy, Kathryn J!.nne, A Follow-!!:rl. Study .lJ!l£ Job Analysis of 1.h£ 1:22. and 1953 Graduates of the Clerical Practice Department of Somerville 
!:li9h School, Somerville, Massachusetts, Haster's Thesis, Boston University, 
19%, P• 53. 
should be made on the part of the teachers to keep abreast 
of the times in teaching new techniques as they are introduced 
or used in business.l 
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A follow-up study .of business graduates was made by Delaney2 in 
Framingham, Flassachusetts. In her s\l!'\Tey of the graduates of Framingham 
High School it was found that 
Filing, typewriting, and telephoning were the 
activities most frequently performed by the emploJ~es 
in initial employment. 
According to the respondents, typewriting, bookkeeping, 
office practice, English, and shorthand were the five most 
valuable business subjects taken while they attended high 
school. 
Among the subjects which would have been helpful in 
business, the graduates listed shorthand, office machines, 
English, and languages. 
In a community s\l!'\Tey of business firms in Natick, !1assachusetts, 
Walsh3 found the following helpful information: 
Duplicating machine operation was reported by only 
a small minority of employees, and as an infrequent ac-
tivity, although preparation for this type of work received 
major emphasis in the school training program at the time 
of this study. 
Continuing with the report from Walsh it is found that 
Answering the telephone, composing letters, making 
telephone calls, and meeting office callers were activities 
which rated high in the list of frequently performed office 
1JJ21!1, p. 55. 
2Delaney, Catherine E., ! S\l!'\Tey 2f Businessmen .:l:!:!_ Framingham, 
Massachusetts, and of Recent Business Graduates !!:£!!! Framingham Hiqh School 
to Determine the Effectiveness 2f 1U£ High School Business Curriculum, 
Master's Thesis, Boston University, 1955, p. 62. 
3walsh, Barbara, ! Community Survey of Business ~ ~ Implications 
.f.!?£ Improving !:!!£Business Education Program of Natick High School, Natick, 
Massachusetts, Master's Thesis, Boston University, 1951, p. 76. 
activities, although these did not receive major emphasis 
in the high school preparation for office worlt at the t:Une 
of this st ucly .1 
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A job-activity analysis of employees in 80 New Bedford, Massachusetts, 
business firms was done by Roche2. Some of the pertinent information found 
was as follows: 
The majority of the stenographic duties ranked in the 
upper half of total frequencies of performance. 
All but four of the typing activities ranked in the 
upper half of total frequencies of performance, which is 
indicative of the importance of typewriting. 
All of the duplicating machine activities ranked low 
in total frequency of performance. 
The majority of the bookkeeping activities ranked in 
the lower half of the total frequencies of performance. 
All but four of the 20 general office activities 
ranked very high as far as total frequency of perform-
ance was concerned, and the majority of them also had a 
t:Une-frequency rating of over 50 per cent. 
All but two of the filing activities ranked very 
high for total frequency of performance, and all of them 
had a time frequency rating of So per cent or over. 
Pronski found quite a different picture in her job analysis of the 
clerical workers in the American Steel and Wire Division of the United 
States Steel Corporation in Worcester, Massachusetts. 
Business arithmetic was the school subject considered 
most helpful by 54 per cent of the respondents in their 
present positions. ine desire for more training in the 
operation of office machines was expressed by 45 per cent 
of the respondents, which was followed by bookkeeping, 41 
1~, P• 76. 
2Roche, Catherine Elizabeth, Survey of Eighty New Bedford Business 
Firms ~ ,g ~-Activity Analysis of Employees in Selected~ Bedford 
Businesses, Master's Thesis, Boston University, 19S2, p. 94. 
per cent; typewriting and English, 38 per cent each; filing, 
27 per cent; penmanship, 25 per cent; shorthand, 9 per cent; 
and foreign languages, 2 per cent. 
Yne business subject not studied in school which 18 per 
cent of the respondents considered would have been helpful in 
their present positions was office machines training. The 
machines specified on which more training would be desirable 
were the Friden, Comptometer, Monroe, multilith, ditto, and 
hectowriter. More instruction in both bookkeeping and type-
writing was desired qy 7 per cent; office procedures, 2 per 
cent; and shorthand, one per cent.l 
It appears that much of the work performed qy the clerical workers 
of American steel and Wire is arithmetic work. Pronski2 states that 
The fact that. the three school subjects of business 
arithmetic, office machines, and bookkeeping were considered 
the most helpful to the respondents in their present positions 
indicates that a great many activities performed qy the 
clerical workers in the Corporation deal with figures. 
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One reason for the need for competency in business arithmetic, office 
machines, and bookkeeping, but not in shorthand is given in the following 
statement also taken from Pronski's3 stuqy 
It is not surprising that very few respondents 
considered shorthand helpful in their present positions, 
since the workers contacted for this stuqy were clerical. 
As far as is known, only one stuqy of this nature has ever been done 
within the Seventh-day Adventist denomination. Nacivor made a stuqy of 
the vocational typewriting duties in ten Seventh-day Adventist institutions. 
Her study was more limited in scope than the present stuqy. This stuqy 
lpronski, Frances Angela, An Analysis of !:b.£ Duties of Clerical 
Employees in the American ~ ,S!l£ ~ Division £f. United States ~ 
Co?foration, Worcester, Nassachusetts, !,laster's Thesis, Boston University, 
19 7, p. 8o, 81. ~ 
2~, P• 84. 
3Ibid, p. 84. 
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includes stenography, general office work, bookkeeping, filing, and office 
machine operation, as well as typewriting duties. 
However, it is valuable, for comparison purposes, to note the major 
findings of the Macivorl study. These fj_T1dings will be found in the 
paragraphs that follow: 
It is concluded ••• that the major typewriting duties 
which represent one-third of those being performed by at 
least 10 per cent of the employees in the Washington, D. C., 
area are found to be: letters typed from shorthand notes, 
letters of the typist's own composition, letters typed from 
dictation machines, form letters, manuscripts, cards, en-
velopes, invoices, articles, stencil cutting, reports, orders, 
records, lists, labels, checks, bulletins, statements, 
minutes, telegrams. 
This study revealed that most typewriting duties listed 
should be presented in a typewriting course, with the mastery 
of the minor duties acquired on the job. 
No evidence was obtainable to indicate that the Seventh-
d~ Adventist institutions have definite typewriting produc-
tion standards as such. Employers stated that the office 
workers' duties are too varied for the setting of production 
standards. 
The study also revealed a multiplicity of typewriting 
duties, each one of which was performed by only one or two 
employees. Transfer Qf learning should be planned for these 
duties of lesser frequencies. 
When comparisons are made with HeVey's and Charterts2 
studies it is found that major typewriting duties in the 
denomination are comparable to business generally. 
Nore specific training in denominational policies and 
procedures should be given students. A knowledge of commercial 
law and other supplementary subjects and an acquaintance with 
the Yearbook should prove beneficial. 
1IIacivor, Eva E., £:. Stu<ly of Vocational Typewriting Duties 1.!2 I£!! 
Seventh-~ Adventist Institutions, Master's Thesis, University of 
Maryland, 19SO, 91 pages. _ 
2
-ll.s reported by Maciver, Eva E. in £:. sr}dY of Vocational 'I)::Pewriting 
Duties~~ Seventh-~ Adventist Institu ~ons~asteris thes~, 
University of Maryland, 19SO, 91 pages. . 
r~anuscr:ipt and article writ:ing because of the emphasis 
given them in denominational work should be stressed in 
vocational typewriting training. 
The majority of the workers are secretaries who type 
letters and do miscellaneous typewriting rather than 
specialized clerical work. 
Much of the denominational typewriting is concerned 
with business forms. Practical emphasis should be given 
to them in classroom training. 
Consideration should be given to spelling, punctuation, 
grammar, and general placement in typewriting courses. 
The est:iJnated median typewriting speed is 65 words per 
minute. 
This study emphasizes the importance of letters composed 
Py the secretary herself. Excellent training for this need 
can be given in the Business English course. 
Employers are desirous that office workers possess 
excellent personality and character traits. These may be 
developed with the theoretical work. 
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A recent study of fifty working days with forty-two Chicago secretaries 
made Py Casebier reveals new thoughts about the secretary's working day. 
All of the previous studies reviewed have been done by using the questionnaire 
and check list. Casebier used the t:iJne study method. By going into the 
office with a stop watch, a record was made of what was done every minute 
of the day from the time the secretary came to work in the morning until 
she left in the afternoon. 
Secretaries were t:iJned from small offices and large offices for a. 
total of 24,805 minutes. Some of the findings were as follows: 
Results showed new major activities and disclosed that 
activities previously considered to be important are unim-
portant on the basis of the t:iJne spent on them. A total of 
47 different activities were performed Py the secretaries who 
were timed. Only 10 of these activities required 3 per cent 
or more of their time. These 10 activities have been designated 
of major importance. They are listed below. 
Activity 
Typing (copy work) 
Transcr:i.bing shorthand 
Taking dictation 
Taking breaks 
Using telephone 
Handling mail 
Conferring with supervisor 
Filing and finding 
Preparing for work and closing 
Co111posing and typing letters 
Total 
Per Cent of Time 
16 
11 
8 
7 
7 
7 
4 
3 
3 
3 
69% 
Secretaries spent 3 per cent of their time on two other 
applications of typing: 
Activity 
Transcribing records 
Typing stencils and duplicator 
masters 
Total 
Per Cent of Time 
2 
1 
Thus, typing talms up one-third of the total time; and 
the major activities, plus the two other applications of 
typing, comprise 72 per cent of the secretary's total working 
day. 
This list of the top 10 activities shows two ne.-1 major 
activities. These are (1) conferring with the supervisor 
and (2) preparing for the day's work and for closing.l 
It seems that a time study such as this might be more accurate in 
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determining duties performed by employees; however, it would be impractical 
in many instances because of the number of responses needed to make a study 
valid, and because distances between places of occupation mqy be great. 
After considering various research techniques the job-activity check list 
was selected for use in the present study. 
1casebier, Eleanor, "Profile of a Typical Secretary ,n Business 
Education~' vel. 39, October, 1958, p. 26, 27. 
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This chapter contains a review of several studies that are related to 
this one, showing how the major activities or needs of the employees differ 
from place to place. It is hoped that this review will serve as a helpful 
background for the reader in interpreting the present study. 
The next chapter will give the procedural steps used in completing 
this study. 
CHAPI'ER nr 
PROCEDURES 
An analysis of the duties performed Py stenographic and clerical 
workers was made for this study. In order to obtain the desired in-
formation, the following steps were taken: 
1. A review of related literature was made to obta.in 
background information for the study. 
2. Permission to conduct the study was obtained from 
Professor L. R. Rasmussen of the General Conference 
Department of Education of the Association of Seventh-
d2\'f Adventists. 
3. A data sheet and job-activity check list were prepared 
in order to obtain pertinent information from the 
stenographic and clerical employees of the Association 
of Seventh-d2\'f Adventists. 
4. The data sheet and check list were presented to the 
Seminar in Business Education at Boston University 
for their suggestions and criticisms. 
'). A list of names and addresses was made of 32 personnel 
managers representing 21 local conference offices, 4 
union conference offices, 5 hospitals and sanitariums, 
1 pUblishing house, and 1 television office. 
6. Data sheets and check lists along ;1ith a letter of 
transmittal were prepared and sent to 32 personnel 
managers with the request that they be distributed to 
their 217 stenographic and clerical employees. A 
self-addressed, stamped envelope was also enclosed 
for the return of the completed forms. 
7. Three weeks after the data sheets and chec!c lists were 
mailed, a follow-up postal card was sent as a reminder 
to those personnel managers whose employees had not 
responded. 
8. The returned data sheets and check lists 1-mre tabulated 
and analyzed. 
9. Conclusions and recommendations for curriculum revision 
and further study were formulated based on the findings 
of the study. 
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The steps that were followed in this study have been listed in this 
chapter. In Chapter V an analysis of the data obtained from the study 
will be presented, 
CHAPTER V 
ANALYSES AND JNTERPRETATION OF THE DATA 
Analysis of Information Obtained from Data Sheets 
A list of names and addresses of 32 organizations was compiled with 
the use of the .l:2.22 Seventh-stlr Adventist Yearbook. A total of 217 data 
sheets and job-activities check lists were mailed to the personnel managers 
of these 32 organizations. No attempt was made beforehand to find out 
exactly how many clerical and stenographic employees there were in these 
organizations, but the number sent to each organization was based on the 
assU!llption that each department would employ one worker. However, by 
using this method there may have been more questionnaires sent to some 
organizations than there were workers, while in others there may not have 
been enough questionnaires sent. One organization made two extra copies 
so that they would have enough, as can be seen in Table I. 
The letter of transmittal stated that only clerical and stenographic 
employees should respond and that their names woulc not be used because 
the results would be used for tabulation purposes only. 
Three weeks after the date of mailing, a follow-up card 1-1as sent to 
those organizations where no response, or only a few responses, had been 
received. The number of check lists returned from the different organi-
zations ranged from one to eight. Of the 217 check lists sent to the 
organizations, 110, or 51 per cent, of the check lists were returned. 
Table I sho;;s the organizations that participated in the survey with the 
number mailed to each organization and the number returned from each 
organization. The table is arranged by union conferences. 
TABLE I 
Nill1BER OF CHECK LISTS RETURNED FROM THE 
PARTICIPATING ORGANIZATIONS 
N81lle of Organization 
Lake Union Conference 
Illinois Conference 
Indiana Conference 
Nichigan Conference 
Wisconsin Conference 
Hinsdale Sanitarium & Hospital 
Pacific Press Publishing 
Atlantic Union Conference 
Greater New York Conference 
New York Conference 
Northern New England Conference 
Southern New England Conference 
Neu England Sanitarium & Hospital 
Faith for Today (television) 
Columbia Union Conference 
Chesapeal-;e Conference 
East Pennsylvania Conference 
Nm,J Jersey Conference 
Ohio Conference 
Potomac Conference 
West Pennsylvania Conference 
Number of Check 
Lists Nailed 
4 
6 
6 
7 
6 
12 
10 
4 
6 
6 
6 
6 
10 
10 
5 
6 
6 
6 
6 
6 
6 
20 
Number Returned 
4 
5 
5 
0 
4 
7 
2 
3 
0 
5 
3 
1 
8 
5 
4 
2 
3 
4 
4 
6 
1 
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TABLE I (Continued) 
Name of Organization NU!lber of Check 
Lists Mailed 
Number Returned 
Columbia Union Conference (Continued) 
West Virginia Conference 6 1 
liashington Sanitarium & Hospital 12 6 
Pacific Union Conference 5 5 
Arizona Conference 5 0 
Central California Conference 6 0 
Nevada-Utah Conference 5 4 
Northern California Conference 6 3 
Southeastern California Conference 6 6 
Southern California Conference 6 8 
Glendale Sanitarium & Hospital 10 0 
White Nemorial Hospital 10 1 
Totals 217 110 
Per Cent of Returned Check Lists 51 
There were 8 different job titles named py the respondents. The 
titles, with the results, are shown in Table II. The title named most 
by the respondents was that of secretary, as indicated by 91 responses. 
other titles following in order are: stenographer, as indicated py 5 
responses; clerk, 5; receptionist, 2; associate manager of Book and 
Bible House, 2; instructor in Bible school, 2; cashier, 2; and 
cashier-accountant, 1. 
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T.ABLE II 
JOB TITLES OF THE RESPO!IDEiJTS 
Titles Number Responding Per Cent 
Secretary 91 83 
Stenographer 5 4 
Clerk 5 4 
Receptionist 2 2 
Associate Hanager Book & B:ible House 2 2 
Instructor in B:ible School 2 2 
Cashier 2 2 
Cashier-Accountant 1 1 
Totals 110 100 
The respondents were asked to check the length of employment in their 
present position. Table III shows the results as follo>TS: from 1 to 4 
years, 50 respondents; less than 1 year, 30; from 5 to 9 years, 18; from 
10 to 14 years, 6; from 15 to 19 years, 2; from 20 to 24 years, 2; from 
25 to 29 years, 1; and over 30 years, 1. The mean number of years of 
employment for all respondents was 3.8. 
The foregoing data indicate a high rate of turnover. The data sheet 
did not bring to light the poss:ible reasons for this high rate of turn-
over. However, it was because this result was expected that the respondents 
were asked to indicate if they had held any previous positions in any 
office operated by the Seventh-dqy Adventist denomination. Of the 110 
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TABLE III 
LENGTH OF ENPLOYMENT OF RESPONDENTS 
lli THE POSITION HELD AT THE TJJ'!E OF THE SJRJF:'{ 
Number of Years Nwliber Responding Per Cent 
From 1 to 4 years 50 45 
Less than 1 year 30 27 
From 5 to 9 years 18 16 
From 10 to lh years 6 6 
From 15 to 19 years 2 2 
From 20 to 24 years 2 2 
From 25 to 29 years 1 1 
Over 30 years 1 1 
Totals 110 100 
respondents, 57, or 52 per cent, indicated that they had held previous 
positions uith the denomination. Thirty-eight respondents, of the 57 
who have held. previous positions, have held only one other position; 
11, 2 other positions; 2, 3 positions; 3, 4 positions; 1, 5 positions; 
and 2, 6 positions. This would indicate that there tends to be a 
considerable amount of transferring within the organizations of the 
denomination. 
Table IV shows the extent of the respondents' education and diplomas 
received, as well as whether or not their education was received from a 
Seventh-day Adventist school or schools other than Seventh-day Adventist. 
Forty-three of the respondents received their grade school diploma from 
TABLE TIT 
EJITENI' OF EDUCATION OF THE RESPONDENfS 
Types of Education 
Seventh-£gz Adventist 
Grade school di±Jloma 
Acadmzy diploma 
Tuo-;ear college certificate 
Four-year college degree 
Other 
Schools ~ than Seventh-£gz Adventist 
Grade school diploma 
High school diploma 
Business school di±Jloma 
College two-year associate degree 
Other 
Number Responding 
43 
52 
27 
24 
6 
59 
5h 
10 
4 
11 
24 
Per Cent 
39 
47 
25 
22 
5 
54 
49 
9 
4 
10 
Seventh-day Adventist schools, and 59 from schools other than Seventh-day 
Adventist, making a total of 102 of the respondents possessing a grade 
school di±Jloma. Fifty-two of the respondents hold an academy diploma, 
while 54 hold a high school di±Jloma, making a total of 106 with a high 
school di±Jloma. Ten of the respondents indicated that they possessed a 
business school diploma. A two-;ear college certificate or associate 
degree was held by 27 from Seventh-day Adventist schools, and 4 from 
schools other than Seventh-day Adventist. Twenty-four of the respondents 
indicated that they held a four-year college degree from Seventh-day 
Adventist schools. None of the respondents indicated that they received 
a four-year college degree from schools other than Seventh-day Adventist. 
Six of the respondents indicated that they had attended other Seventh-day 
Adventist schools, and 11 indicated that they had attended other schools. 
Of those who indicated that they had attended other Seventh-day Adventist 
schools, three had taken a two~ear secretarial post-graduate course; one 
received a one~ear clerical certificate; one was a registered nurse; and 
one had taken a one~ear medical records technician course. Of those who 
indicated that they had attended other schools, four had attended business 
school; one, night school; one, post-graduate in education; one, two years 
in high school and two years in business college; one, music conservatory; 
and one, office machines and switchboard course. One of the respondents 
indicated the receipt of a diploma from Comptometer school. The eleventh 
respondent indicated receipt of the degree of Master of Arts. 
Twenty-five respondents indicated that they had taken some college 
courses, but did not have enough credits for a college degree. Ten of 
these respondents had been enrolled in business courses; two, in elemen-
tary education courses; and five in the general course. One respondent 
took courses in music and biblical languages. Another respondent took 
courses in English and history. One other respondent took courses in 
radio-speech and education. The other five respondents varied in their 
college courses but mentioned the following specifically: one respondent 
took a college literary course; one had pre-nursing; one had majored in 
education; one had two years of history and education; and the fifth had 
one year of science. 
In all, 87, or 79 per cent, of the respondents had furthered their 
education beyond high school, even though, in some cases, their education 
was l:ilnited. Of these 87 who had furthered their education beyond high 
school, 61, or 55 per cent, received their education in Seventh-day 
Adventist schools. Twenty-six, or 23 per cent, of these respondents 
received their education in schools other than Seventh-day Adventist. 
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Analysis of Information Obtained from Checlt Lists 
The following tables show the information obtained from the job-
activities check list. The job-activities check list contained 76 
activities, with space provided for the respondent to indicate any 
activity not listed. These additional activities were included in 
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Tables V and VI. Tables VII, VIII, and JX do not include any activity 
performed by only one individual. Space was provided, with each activity, 
for the respondent to check if he felt there should be more instruction 
in school on that particular activity. The results of this are included 
in Table JX. 
Table V records the total frequency of each job activity arranged 
in order of frequency of performance. The first ten job activities ac-
cording to the order of frequency of performance were: filing material, 
composing letters at the typewriter, preparing stencils, handling incoming 
and outgoing telephone calls, handling incoming and outgoing mail, operating 
the mimeograph, addressing envelopes, receiving callers, typing multiple 
carbons, and ordering supplies and reporting on repairs. The frequency 
of performance for these activities ranged from 100 for filing material 
to 77 for ordering supplies and reporting on repairs. 
The next ten job activities according to the order of frequency of 
performance were: labeling new folders; securing and compiling information 
for reports; preparing packages for mailing; finding material; typing 
reports, articles, and manuscripts from rough drafts; operating the ten-
key adding machine; transcribing from recording machines; securing infor-
mation needed for correspondence; taking routine dictation in shorthand 
and transcribing; and typing letters and reports from longhand. The fre-
quency of performance for these activities ranged from 77 for labeling new 
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folders to 65 for taking routine dictation in shorth~~d and transcribing, 
and typing letters and reports from longhand. 
The next ten job activities according to the order of frequency of 
performance were: typing tabulations and statistical work; typing cards 
and filling in forms; operating the Addressograph; typing form letters; 
making appointments and reservations; operating the mimeoscope; typing 
statements, bills, and invoices; assisting in plans for social functions; 
transferring files; and typing mailing and other lists. The frequency of 
performance for these activities ranged from 65 for typing tabulations and 
statistical worl' to 42 for typing mailing and other lists. 
Twenty-three job activities not listed on the check list were added 
by the respondents. Of these 23 activities that were added, 8 were con-
cerned with office machines used; 5, stenographic activities; 4, filing 
activities; 3, bookkeeping and accounting activities; 2, typing activities; 
and one, general office activity. 
Three activities that were listed on the original checi' list were not 
checked by any of the respondents. These were all concerned with office 
machines, including the billing machine, Hultilith, and teletype. 
. 
TABLE V 
THE OFFICE ACTNITJES ffiRFORMED BY THE RESPONDENTS, 
J'l.RRANGED IN ORDER OF FREQUENCY 
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Approximate Frequency 
of Performance 
A B c D E 
N>. 
"' 
"' ., 
..-< 
F 
Rank Job Activities 
... 
0 •rl 
+'~ 
f", 
1.0 Filing material 
2.0 Composing letters at the typewriter 
3.0 Preparing stencils 
4.0 Handling incoming and outgoing telephone 
calls 
S.o Handling incoming and outgoing mail 
6.0 Mimeograph* 
7.0 Addressing envelopes 
8.0 Receiving callers 
9.0 Typing multiple carbons 
10.5 Ordering supplies and reporting on repairs 
10.5 Labeling new folders 
12.5 Securing and compiling information for 
reports 
12.5 Preparing packages for mailing 
14.0 Finding material 
lS.o Typing reports, articles, and manuscripts 
from rough drafts 
16.0 Ten-key adding machine 
... 
., 
a " 
0 " 
... 0 
IZ...C: 
100 1 3 8 32 47 
96 3 8 26 19 25 
95 7 15 13 7 30 
93 19 12 28 22 7 
91 4 12 33 35 6 
90 4 6 10 9 43 
88 1 4 20 36 14 
as 14 9 1S 29 14 
78 6 4 8 14 28 
77 4 3 2 8 25 
77 1 0 0 4 11 
76 7 6 6 7 18 
76 1 1 11 18 31 
75 1 1 s 26 35 
74 3 6 11 s 29 
73 6 7 8 10 19 
9 
15 
23 
s 
1 
18 
13 
4 
18 
35 
61 
32 
14 
7 
20 
23 
>~The activity of operating the machine is :unp ied wherever an office machine is 
listed. 
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TABLE V (Continued) 
Approximate Frequency 
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17 .o Transcribing from recording machines 72 20 19 8 2 14 9 
18.0 Securing information needed for 69 1 2 4 24 28 10 
correspondence 
20.0 Taking routine dictation in shorthand and 65 13 11 7 3 21 10 
transcribing 
20.0 Typing letters and reports from longhand 65 1 5 9 4 22 24 
20.0 Typing tabulations and statistical work 65 3 4 8 3 12 35 
22.5 Typing cards and filling in forms 64 6 2 2 11 21 22 
22.5 Addressograph 64 1 1 3 9 32 18 
24.0 Typing form letters 63 0 2 7 8 16 30 
25.0 Naking appointments and reservations 60 2 4 3 17 15 19 
26.0 Himeoscope 56 0 2 4 6 23 21 
27.0 Typing statements, bills, and invoices 55 5 1 3 8 12 26 
28.0 Assisting in plans for social functions 52 0 1 0 2 6 43 
29.0 Transferring files so 0 1 1 2 1 45 
30.0 Typing mailing and other lists 42 0 0 1 3 7 31 
31.0 Typing inter-office communications 41 0 1 0 6 19 15 
32.0 Receiving and sending telegrams by telephone 40 0 1 0 1 I 7 31 
33.5 Distributing inter-office communications 37 0 0 1 8 117 11 
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TftELE V (Continued) 
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33.5 Doing office housekeeping 37 1 0 1 16 11 8 
35.0 Taking dictation over telephone 36 0 0 0 0 7 29 
36.0 Collating material 34 0 0 4 1 ltr 15 
37.5 Taking dictation of minutes and transcribing 33 1 0 1 0 7 24 
37.5 Sorting and coding material 33 0 0 3 6 17 7 
39.0 Keeping a follow-up file 27 0 1 1 5 15 5 
40.0 Taking dictation at typewriter 26 0 0 1 0 8 17 
41.0 Taking inventory 25 0 1 0 0 0 24 
42.5 Supervising and p12I1!1ing work for others 24 0 3 4 3 2 12 
42.5 Doing cashier work 24 5 3 3 6 " 4 _) 
44.0 Posting entries 23 2 3 6 1 3 8 
45.0 Figuring and checking invoices and 21 2 3 2 4 2 8 
statements 
46.0 Operating petty cash fund 20 2 1 3 5 5 4 
47.5 Preparing masters for liquid duplicators 19 1 4 3 3 4 4 
47.5 Checkwriter 19 1 1 2 7 4 4 
49.0 Key-driven calculator 18 0 1 2 2 6 7 
51.0 Making entries in general journal 16 1 4 5 0 1 5 
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TABLE V (Continued) 
Approximate Frequency 
of Performance 
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.51.0 Preparing financial statements 16 0 1 0 0 0 1.5 
.51.0 Telephone switchboard 16 0 2 2 I 1 1 10 
.53.0 Preparing trial balance lh 1 1 1 0 0 11 
51r • .5 Cross referencing 13 0 0 0 0 6 7 
Sh • .5 Rotary calculator 13 1 0 2 2 3 .5 
.56 • .5 Haking entries in cash journals 12 1 2 2 2 3 2 
.56 • .5 Liquid duplicator 12 0 0 2 3 2 .5 
ss.o Operating a checking account 11 1 1 3 2 1 3 
.59 • .5 Keeping inventory records 10 1 0 0 0 2 7 
.59 • .5 Preparing government reports 10 1 1 1 0 0 7 
61 • .5 Keeping payroll records 9 1 2 2 2 0 2 
61 • .5 Folding machine 9 0 0 0 3 6 0 
6h.o Haking entries in sales journal 6 0 0 3 0 2 1 
6h.o Computing interest and discount 6 0 0 2 0 1 3 
64.0 Full keyboard adding listing machine 6 0 0 1 0 1 4 
66 • .5 Naking entries in purchases journal 
.5 1 0 2 0 1 1 
66 • .5 Copying machine 
.5 0 0 1 0 3 1 
68.0 Bookkeeping machine 4 0 0 1 2 0 1 
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TABLE V (Continued) 
Approximate Frequency 
of Performance 
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70.0 Securing material for pUblic relations work 3 0 0 1 0 1 1 
70.0 Collating machine 3 0 0 0 0 1 2 
70.0 Postage meter 3 0 0 0 2 1 0 
74.0 Collecting and preparing materiel for 2 0 0 0 0 1 1 
bulletins 
74.0 Keeping conference membership files 2 0 0 0 1 0 1 
74.0 Setting up new files 2 0 1 0 0 0 1 
74.0 Keeping publishing department records of 2 0 0 0 0 2 0 
colporteurs 
74.0 JB1·! key-punch 2 0 1 0 0 0 1 
83.5 Editing newsletter 1 0 0 0 0 1 0 
83.5 Securing speakers for churches 1 0 0 0 0 1 0 
83.5 vlriting articles for papers, etc. 1 0 0 0 0 1 0 
83.5 Typing medical reports 1 1 0 0 0 0 0 
83.5 Typing auto-cue for TV 1 0 0 1 0 0 0 
83.5 Securing data from microfilms 1 0 0 0 0 1 0 
83.5 Securing information from files 1 0 0 1 0 0 0 
83.5 Keeping statistical records 1 0 0 0 0 1 0 
83.5 Checking church treasurer's reports 1 0 0 0 0 I 0 1 
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TABLE V (Continued) 
I Approximate Frequency 
of Performance 
I B a l5 E F 
~ 
"' .. 
., 
g. "' ::r .. ..CD 0 ..... 
~ ..... (\1~ ..... MIN ~ o..:>. ol o::r s::l::r Job Activities s::I'"O 0 ..... 0.-1 Rank ..... ol +'~ .., ..... ol..-t +' ol ..s::l ., ol ..s::l ol ... :>.s::l 
+' .., ... ..... .-tiO>"" +''"0 0 » ..... ., 0 
" 
.. ..... 
..s::l " E-1 CD 0 s ... g 3 ., ... 
""" 
+' "' O....s::l 0 " .. " 0 Q) 
s::l ., 
0 ... 0 ... 0 ~_g s ~ ~t ::OIN l<...s::l l<...s::l 
83.5 Writing receipts 1 0 0 0 1 0 0 
83.5 Microfilm machine 1 0 0 0 0 0 1 
83.5 Vari-Typer 1 0 0 0 0 1 0 
83.5 Graphotype machine 1 0 0 0 0 0 1 
83.5 Addressograph plate making 1 0 0 0 0 1 0 
I 
I 
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In Table VI, the job activities are classified according to each 
particular type of activity and arranged in the order of their frequency 
of performance. 
Of the stenographic and secretarial activities, composing letters at 
the typewriter 11as first, 1>ith a total frequency of 96. Handling incoming 
and outgoing telephone calls came next, with a frequency of 93, followed 
by receiving callers, 85; ordering supplies and reporting on rep2irs, 77; 
and securing and compiling information for reports, 76. There ;mre five 
stenographic and secretarial activities added to the check list by the 
respondents. They included securing materia.l for public relations worl,, 
with a total frequency of 3; collecting and preparing material for bulletins, 
2; editing newsletters, securing speakers for churches, and writing articles 
for papers, et cetera, each with a frequency of one. 
Of the typing activities, preparing stencils was performed most often, 
with a total frequency of 95; followed by addressing envelopes, with a 
total frequency of 88; typing multiple carbons, 78; and typing reports, 
articles, and manuscripts from rough dr2fts, 74. Typing letters and reports 
from longhand, and typing tabuh.tions and statistical work tied for fifth 
place, each with a total frequency of 65. Two typing activities were 
added to the check list. They were typing medical reports and typing auto-
cue for TV, each reported by only one respondent. 
Of the filing activities, filing material was performed by 100 of the 
respondents, which is four more than the most frequently performed steno-
graphic and secretarial activity, composing letters at the typewriter. 
Next came labeling new folders, with a total frequency of 77; finding 
material, 75; transferring files, 50; and sorting and coding material, 33. 
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Four filing activities were added to the original check list by the respond-
ents. They are !teeping conference membership files, and setting up ne;J 
files, each with a total frequency of two; securing data from microfilms, 
and securing information from files, each reported by only one respondent. 
Under the classification of bookkeeping and accounting activities, 
posting entries led, with a total frequency of 23. Boo!<:keeping and ac-
counting activities in the following order of frequency were: figuring 
and checking invoices and statements, 21; operating petty cash fund, 20; 
making entries in general journal, 16; and preparing financial statements, 
also 16. Keeping publishing department records of colporteurs, uith a 
total frequency of two; keeping statistical records, and checking church 
treasurer's reports, each with a frequency of one were added to the check 
list by the respondents. Since bookkeepers and accountants were not con-
tacted, it is not surprising that all of the bookkeeping and accounting 
activities come in the last half of the total frequencies. 
Of the office machines used, operating the mimeograph had a total 
frequency of 90, which was the sixth highest total frequency considering 
all activities. The office machines operated in the order of frequency 
were ten-key adding machine, with a total frequency of 73; Addressograph, 
64; mimeoscope, 56; and chectwriter, 19. Operating the folding machine, 
with a total frequency of 9; and operating copying machines, with a total 
frequency of 5, were added to the check list by the respondents. Four 
other machines were added by one respondent. They are: microfilm machine, 
Vari-Typer, GTaphotype machine, and the Addressograph plate making machine. 
Under the classification of general office activities, handling 
incoming and outgoing mail came first, with a total frequency of 91. 
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Other general office activities in the order of frequency were: preparing 
packages for mailing, with a total frequency of 76; distributing inter-
office communications, and doing office housekeeping, each with 37 responses; 
and collating material, with a total frequency of 34. Only one general 
office activity was added to the check list by one respondent. This was 
the activity of writing receipts. 
Rank 
2.0 
4.0 
8.0 
10.5 
12.5 
17.0 
18.0 
20.0 
25.0 
28.0 
32.0 
35.0 
37.5 
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TABLE VI 
TI-D:: OFFICE ACTIVITJES PERFORNED BY THE RESPONDENTS, 
CLASSIFJED ACCORDING TO TYPE OF ACTIVITY AIID 
.ARRANGED IN ORDER OF FREQUENCY 
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STE:NOGRJI.PHIC [gill, SECRETAR:UU. ACTIVITJES 
Composing letters at the typewriter 96 3 8 26 19 25 
Handling incoming and outgoing telephone 93 19 12 28 22 7 
calls 
Receiving callers 85 14 9 15 29 14 
Ordering supplies and reporting on repairs 77 4 3 2 8 25 
Securing and compiling information for 76 7 6 6 7 18 
reports 
Transcribing from recording machines 72 20 19 8 2 14 
Securing information needed for 69 1 2 4 24 28 
correspondence 
Talting routine dictation in shorthand and 65 13 11 7 3 21 
transcribing 
Malting appointments and reservations 60 2 4 3 17 15 
Assisting in plans for social functions 52 0 1 0 2 6 
Receiving and sending telegrams Py telephone 40 0 1 0 1 7 
Talting dictation over telephone 36 0 0 0 0 7 
Taking dictation of minutes and transcribing 33 1 0 1 0 7 
Talting dictation at typewriter 26 0 0 1 0 8 
Supervising and planning work for others 24 0 3 4 3 2 
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(Continued) I 
70.0 Securing material for public relations 1-mrlt 3 0 0 1 0 1 1 
74.0 Collecting and preparing material for 2 0 0 0 0 1 1 
bulletins 
83.5 Editing nm,JSletter 1 0 0 0 0 1 0 
83.5 Securing speakers for churches 1 0 0 0 0 1 0 
83.5 Writing articles for papers, etc. 1 0 0 0 0 1 0 
TYPING ACTNITIES 
3.0 Preparing stencils 95 7 15 13 7 30 23 
7.0 Addressing envelopes 88 1 4 20 36 14 13 
9.0 Typing multiple carbons 78 6 4 8 14 28 18 
15.0 Typing reports, articles, and manuscripts 74 3 6 11 5 29 20 
from rough drafts 
20.0 Typing letters and reports from longhand 65 1 5 9 4 22 24 
20.0 Typing tabulations and statistical work 65 3 4 8 3 12 35 
22.5 Typing cards and filling in forms 64 6 2 2 11 21 22 
.24.0 Typing form letters 63 0 2 7 8 16 30 
27.0 Typing statements, bills, and invoices 55 5 1 3 8 12 26 
TABlE VI (Continued) 
Approximate Frequency 
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TYPING ACTIVIT:IES (Continued) 
30.0 Typing mailing and other lists 42 0 0 1 3 7 31 
31.0 Typing inter-office communications 41 0 1 0 6 19 15 
47.5 Preparing masters for liquid duplicators 19 1 4 3 3 4 4 
83.5 Typing medical reports 1 1 0 0 0 0 0 
83.5 Typing auto-cue for TV 1 0 0 1 0 0 0 
FILING ACTIVITIES 
1.0 Filing material 100 1 3 8 32 47 9 
10.5 Labeling new folders 77 1 0 0 4 11 61 
14.0 Finding material 75 1 1 5 26 35 7 
29.0 Transferring files 50 0 1 1 2 1 45 
37.5 Sorting and coding material 33 0 0 3 6 17 7 
39.0 Keeping a follow-up file 27 0 1 1 5 15 5 
54.5 Cross referencing 13 0 0 0 0 6 7 
7h.O Keeping conference membership files 2 0 0 0 1 0 1 
74.0 Setting up new files 2 0 1 0 0 0 1 
83.5 Securing data from microfilms 1 0 0 0 0 1 0 
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Fll.TIJG ACTIVITJES (Continued) 
83.5 Securing information from files 1 0 0 1 0 0 0 
BOOKKEEPING §ill. ACCOONTING ACTIVITlES 
44.0 Posting entries 23 2 3 6 1 3 8 
45.0 Figuring and checking invoices and 21 2 3 2 4 2 8 
statements 
46.0 Operating petty cash fund 20 2 1 3 5 5 4 
51.0 Making entries in general journal 16 1 4 5 0 1 5 
51.0 Preparing financial statements 16 0 1 0 0 0 15 
53.0 Preparing trial balance 14 1 1 1 0 0 11 
56.5 Making entries in cash journals 12 1 2 2 2 3 2 
58.0 Operating a checking account 11 1 1 3 2 1 3 
59.5 Keeping inventory records 10 1 0 0 0 2 7 
59.5 Preparing government reports 10 1 1 1 0 0 7 
61.5 Keeping payroll records 9 1 2 2 2 0 2 
64.0 Making entries in sales journal 6 0 0 3 0 2 1 
4.0 Computing interest and discount 6 0 0 2 0 1 3 
66.5 :!-laking entries in purchases journal 5 1 0 2 0 1 1 
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Approximate Frequency 
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BOOKKEEPJNG ~ ACCOONTJNG ACTIVITJES 
(Continued) 
74.0 Keeping publishing department records of 2 0 0 0 0 2 0 
colporteurs 
83.5 Keeping statistical records 1 0 0 0 0 1 0 
83.5 Checking church treasurer's reports 1 0 0 0 0 0 1 
OFFICE l1ACHJNES OPERATED 
6.0 Mimeograph 90 4 6 10 9 43 18 
16.0 Ten-key adding machine 73 6 7 8 10 19 23 
22.5' Addressograph 64 1 1 3 I 9 32 18 
26.0 Himeoscope 56 0 2 4 I 6 23 21 
47.5 Checkwriter 19 1 1 2 7 4 4 
49.0 Key-driven calculator 18 0 1 2 2 6 7 
51.0 Telephone switchboard 16 0 2 2 1 1 10 
54.5 Rotary calculator 13 1 0 2 2 < I 5 ~ 56.5 Liquid duplicator 12 0 0 2 3 2 5 
61.5 Folding machine 9 0 0 0 3 6 0 
64.0 I Full keyboard adding listing machine 6 0 0 1 0 1 4 
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OFFICE }!ACHJNES OPERATED (Continued) 
66.5 Copying machine 5 0 0 1 I 0 3 1 
68.0 Bookkeeping machine 4 0 0 1 2 0 1 
70.0 Collating machine 3 0 0 0 0 1 2 
70.0 Postage meter 3 0 0 0 2 1 0 
74.0 IB!"[ key-pW1Ch 2 0 1 0 0 0 I 1 
83.5 Hicrofilm machine 1 0 0 0 0 0 1 
83.5 Vari-Typer 1 0 0 0 0 1 0 
83.5 Graphotype machine 1 0 0 0 0 0 1 
83.5 Addressograph plate mal{ing 1 0 0 0 0 1 0 
GENERAL OFFICE ACTTITITIES 
5.o Handling incoming and outgoing mail 91 4 12 33 35 6 1 
12.5 Preparing packages for mailing 76 1 1 11 18 31 14 
33.5 Distributing inter-office commW1ications 37 0 0 1 8 17 11 
33.5 Doing office houseii:eeping 37 1 I 0 1 16 11 8 
36.0 Collating material 34 0 0 4 1 14 15 
41.0 Taking inventoi"'J 25 0 1 0 0 0 24 
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GENERAL OFFICZ ACTNITJES (Continued) 
42.5 24 5 I Doing cashier work 3 3 l 6 3 4 
83.5 Writing receipts 1 0 0 0 1 0 0 
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Table VII shows the time-frequency rating, in per cent, of the activ-
ities performed by the respondents. The activities are listed according 
to their rank. The per cent of the time-frequency rating is found by 
dividing the sum of the major activity and regular activity by the total 
frequency, which is the sum of the major, regular, and occasion21 activ-
ities. The major activity consists of the sum of colu:nns A and B in the 
check list, or the columns designated as more than 2 hours daily, and from 
1 to 2 hours daily. The regular activity is comprised of the sum of 
columns C and D, or the columns marked frorn 1/2 to 1 hour daily, and less 
than 1/2 hour daily. The occasional activity is the sum of columns E and 
F, or those designated as once or twice weeltly, and monthly or less 
frequently. 
Considering the first ten job activities in Table VII, the time-
frequency ratings varied from 92 per cent to 22 per cent. The activity 
of handling incoming and outgoing mail was fifth in tota1 frequency, but 
had a time-frequency rating of 92 per cent. All but seven of the respond-
ents performing this job activity considered this as either a major or 
regular activity. The stenographic activity of ordering supplies and 
reporting on repairs had a low time-frequency rating of 22 per cent. Of 
the 77 respondents who checked this activity, only seven considered it a 
major activity, whereas 6o considered it an occasional activity. The 
activity of filing material was first in total frequency, but had a low 
time-frequency rating of 44 per cent. Only four of the 100 performing 
this activity considered it a major activity, whereas 40 considered it a 
regular activity, and 56, an occasional activity. 
In the next group of ten activities, the ti.11e-frequency ratings varied 
from 68 per cent to 7 per cent. Transcribing from recording machbes had 
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a time-frequency rating of 68 per cent. Of the 72 respondents who indicated 
the performance of this activity, 39 considered it a major activity, and 
23 considered it an occasional activity. The filing activity of labeling 
new folders had an unusually low time-frequen~J rating of 7 per cent, even 
though it ranked 10.5. Only one of the 77 respondents performing this 
activity indicated that it was a major activity, whereas 72 indicated that 
it was an occasional activity. 
Considering the next ten job activities, the stenographic activity 
of malting appointments and reservations had a time-frequency rating of 43 
per cent, with six of the 6o respondents to this activity considering it 
a major activity, and 34 considering it an occasional activity. The low 
time-frequency rating in this group was 6 per cent for assisting in plans 
for social functions. Of the 52 respondents performing this activity, only 
one considered :it a major activity, whereas 49 considered it an occasional 
activity. 
In considering the entire table, only six activities had a time-
frequency rating over 71 per cent. These six activities together with 
their time-frequency ratings were as follows: general office activity 
of handling incoming and outgoing mail, 92 per cent; stenographic activity 
of handling incoming and outgoing telephone calls, 87 per cent; stenographic 
activity of receiving callers, 79 per cent; bookkeeping activity of keeping 
payroll records, 78 per cent; operating boo!tkeeping machine, 75 per cent; 
and general office activity of doing cashier work, 71 per cent. The last 
three activities, keeping payroll records, operating bookkeeping machines, 
and doing cashier 1wrlr, all fall in the last half of the table, according 
to total frequency. 
Rank 
1.0 
2.0 
3.0 
4.0 
5.0 
6.0 
7 .o 
8.0 
9.0 
10.5 
10.5 
12.5 
12.5 
14.0 
15.0 
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Job Activities 
TABLE VII 
THE SIGNJFICANCE OF THE TOTAL FREQUENCY OF THE OFFICE 
ACTIVITIES PERFORNED BY THE RESPONDENT£~ 
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100 4 40 
96 11 45 
95 22 20 
93 31 50 
91 16 68 
90 10 19 
88 5 56 
85 23 44 
78 10 22 
77 7 10 
77 1 4 
76 13 13 
76 2 29 
75 2 31 
74 9 16 
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56 44 
40 58 
53 44 
12 87 
7 92 
61 33 
27 69 
18 79 
46 41 
6o 22 
72 7 
5o 34 
45 41 
42 44 
49 34 
>Hl'fhe activity of operating the machine is implied wherever an office machine is listed. 
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ClassifioatioD 
Filing 
Stenographic 
Typing 
Stenographic 
General Office 
Office Machines 
Typing 
Stenographic 
Typing 
Stenographic 
Filing 
Stenographic 
General Office 
Filing 
Typing ~ 
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16.0 Ten-key adding machine 73 13 18 42 42 Office l·lachines 
17.0 Transcribing from recording machines 72 39 10 23 68 Stenographic 
18.0 Securing information needed for correspondence 69 3 28 38 45 Stenographic 
20.0 Taking routine dictation in shorthand and transcribing 65 24 10 31 52 Stenographic 
20.0 Typing letters and reports from longhand 65 6 13 46 29 Typing 
20.0 TypL"lg tabulations and statistical work 65 7 11 47 27 Typing 
22.5 Typing cards and filling in forms 64 8 13 43 33 Typing 
22.5 Addressograph 64 2 12 50 22 Office Machines 
24.0 Typing form letters 63 2 15 46 27 Typing 
25.0 11aking appointments and reservations 60 6 20 34 43 Stenographic 
26.0 Himeoscope 56 2 10 44 21 Office Machines 
27.0 Typing statements, bills, and invoices 55 6 11 38 31 Typing 
28.0 Assisting in plans for social functions 52 1 2 49 6 Stenographic 
29.0 Transferring files 5o 1 3 46 8 Filing 
30.0 Typing mailing and other lists 42 0 4 38 10 Typing £; 
. 
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31.0 Typing inter-office communications 41 1 6 
32.0 Receiving and sending telegrams by telephone 40 1 1 
33.5 Distributing inter-office communications 37 0 9 
33.5 Doing office housekeeping 37 1 17 
35.0 Taking dictation over telephone 36 0 0 
36.0 Collating material 34 0 5 
37.5 Taking dictation of minutes and transcribing 33 1 1 
37.5 Sorting and coding material 33 0 9 
39.0 Keeping a follow-up file 27 1 6 
40.0 Taking dictation at typewriter 26 0 1 
41.0 Taking inventory 25 1 0 
42.5 Supervising and planning work for others 24 3 7 
42.5 Doing cashier ~rork 24 8 9 
44.01 Posting entries 23 5 7 
45.0 Figuring and checking invoices and statements 21 5 6 
46.0 Operating petty cash fund 20 3 8 
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24 
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0 
17 
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27 
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4 
4 
42 
71 
52 
52 
55 
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Classification 
Typing 
Stenographic 
General Office 
General Office 
Stenographic 
General Office 
Stenographic 
Filing 
Filing 
Stenographic 
General Office 
Stenographic 
General Office 
Bookkeeping 
Bookkeeping 
1 Bookkeeping 
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47.5 Preparing masters for liquid duplicators 19 5 6 8 58 Typing 
47.5 Checkwriter 19 2 9 8 58 Office !1achines 
49.0 Key-driven calculator 18 1 4 13 28 Office Machines 
51.0 Making entries in general journal 16 5 5 6 63 Bookkeeping 
51.0 Preparing financial statements 16 1 0 15 6 Bookkeeping 
51.0 Telephone switchboard 16 2 3 11 31 Office Machines 
53.0 Preparing trial balance 14 2 1 11 21 Bookkeeping 
54.5 Cross referencing 13 0 0 13 0 Filing 
54.5 Rotary calculator 13 1 4 8 38 Office Machines 
56.5 naking entries in cash journals 12 3 4 5 58 Bookkeeping 
56.5 Liquid duplicator 12 0 5 7 41 Office Hachines 
58.0 Operating a checking account 11 2 5 4 63 Bookkeeping 
59.5 Keeping inventory records 10 1 0 9 1 Bookkeeping 
59.5 Preparing government reports 10 2 1 7 3 Bookkeeping 
61.5 Keeping payroll recorcrs 9 3 4 2 78 Bookkeeping 
'6' 
61.5 Folding machine 9 0 3 6 33 Office !4achines 
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Making entries in sales journal 6 0 
Computing interest and discount 6 0 
Full keyboard adding listing machine 6 0 
Haking entries in purchases journal .5 1 
Copying machine .5 0 
Bookkeeping machine h 0 
Securing material for public relations worl<: 3 0 
Collating machine 3 0 
Postage meter 3 0 
Collecting and preparing material for bulletins 2 0 
Keeping conference membership files 2 0 
Setting up new files 2 1 
Keeping publishing department records of colporteurs 2 0 
JBN !my-punch 2 1 
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ClassifioatioJl 
Bookkeeping 
Bool,keeping 
Office Machines 
Bookkeeping 
Office Nachines 
Office Machines 
Stenogrcphic 
Office Machines 
Office !1achines 
Stenographic 
Filing 
Filing 
Bookkeeping 
Office I•Iachines 
\Jl. 
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Table VIII contains the job activities arranged according to their 
time-frequency rating. 
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The first ten activities arranged according to time-frequency rating 
range from 92 per cent to 63 per cent. The activities were as follows: 
handling incoming and outgoing mail, handling incoming and outgoing tele-
phone calls, receiving callers, keeping poyroll records, operating the 
bookkeeping machine, doing cashier work, addressing envelopes, transcribing 
from recording machines, operating the postage meter, and making entries 
in general journal. 
The next ten activities according to time-frequency ratings were: 
operating a checl{ing account, composing letters at the typewriter, pre-
paring masters for liquid duplicators, operating the checkwriter, making 
entries in cash journals, operating petty cash fund, taking routine dic-
tation in shorthand and transcribing, posting entries, figuring and checking 
invoices and statements, and doing office housekeeping. These ten activities 
ranged from 63 per cent to 49 per cent. 
The next ten activities range only from 45 per cent to 41 per cent. 
These activities in order of their time-frequency ratings were: securing 
information needed for correspondence, filing material, preparing stencils, 
finding material, making appointments and reservations, operating the ten-
key adding machine, supervising and planning work for others, typing mult:iple 
carbons, preparing packages for mailing, and operating the liquid duplicator. 
Total 
Frequency 
Rank 
5.0 
4.0 
8.0 
61.5 
68.0 
42.5 
7.0 
17.0 
70.0 
51.0 
58.0 
2.0 
56.5 
TJ\BLE VIII 
SIGNJFICANCE OF ACTI\TITJES .ARRANGED .ACCORDING TO 
TIME-FREQUENCY R.ATIN~-
Time-
Job .Activities Frequency 
Rating in 
Per Cent 
Handling incoming and outgoing 92 
mail 
Handling incoming and outgoing 87 
telephone calls 
Receiving callers 79 
Keeping payroll records 78 
Bookkeeping machine** 75 
Doing cashier work 71 
Addressing envelopes 69 
Transcribing from recording 68 
machines 
Postage meter 67 
Naking entries in general 63 
journal 
Operating a checking account 63 
Composing letters at the 58 
typewriter 
Preparing masters for liquid 58 
duplicators 
Checlmriter 58 
l'laking entries in cash journals 58 
Classification 
General Office 
Stenographic 
Stenographic 
Bookkeeping 
Office Nachines 
General Office 
Typing 
Stenographic 
Office Nachines 
Bookkeeping 
Bookkeeping 
Stenographic 
Typing 
Office Nachir1es 
Bookkeeping 
*This table does not include activities performed ~ only one 
respondent. 
lE*The activity of operating the machine is implied wherever an 
office machine is listed. 
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TABLE VIII (Continued) 
Total T:Un.e-
Frequency Job Activities Frequency Classification 
Rank Rating in 
Per Cent 
46.0 Operating petty cash fund 55 Bookkeeping 
20.0 Taking routine dictation in 52 Stenographic 
shorthand and transcribing 
44.0 Posting entries 52 Bookkeeping 
45.0 Figuring and checking :invoices 52 Bookkeeping 
and statements 
33.5 Doing office housekeeping 49 General Office 
18.0 Securing information needed for 45 Stenographic 
correspondence 
1.0 Filing material 44 Filing 
3.0 Preparing stencils 44 Typing 
14.0 Finding material 44 Filing 
25.0 Making appointments and 43 Stenographic 
reservations 
16.0 Ten-key adding machine 42 Office Machines 
42.5 Supervising and planning work 42 Stenographic 
for others 
9.0 Typing multiple carbons 41 Typing 
12.5 Preparing packages for mailing 41 General Office 
56.5 Liquid duplicator 41 Office Machines 
54.5 Rotary calculator 38 Office Machines 
12.5 Securing and compiling 34 Stenographic 
information for reports 
15.0 Typing reports, articles, and 34 Typing 
manuscripts from rough drafts 
TABLE VIII {Continued) 
Total Time-
Frequency Job Activities Frequency Classification 
Rating in Rank 
Per Cent 
6.0 Mimeograph 33 Office Nachines 
22.5 
61.5 
64.0 
70.0 
27.0 
51.0 
20.0 
49.0 
20.0 
24.0 
37.5 
39.0 
33.5 
10.5 
22.5 
26.0 
53.0 
31.0 
Typing cards and filling in forms 33 
Folding machine 
Computing interest and discount 
Securing material for public 
relations work 
Typing statements, bills, and 
invoices 
Telephone switchboard 
Typing letters and reports from 
longhand 
Key-driven calculator 
Typing tabulations and 
statistical work 
Typing form letters 
Sorting and coding material 
Keeping a follow-up file 
Distributing inter-office 
communications 
Ordering supplies and reporting 
on repairs 
Addressograph 
Himeoscope 
Preparing trial balance 
33 
33 
33 
31 
31 
29 
28 
27 
27 
27 
26 
24 
22 
22 
21 
21 
Typing inter-office communications 17 
Typing 
Office Nachines 
Bookkeeping 
Stenographic 
Typing 
Office Machines 
Typing 
Office }~achines 
Typing 
Typing 
Filing 
Filing 
General Office 
Stenographic 
Office Nachines 
Office Hachines 
Bookkeeping 
Typing 
55 
Total 
Frequency 
Rank 
36.0 
64.0 
30.0 
29.0 
lO.S 
28.0 
Sl.O 
66.S 
32.0 
64.0 
74.0 
74.0 
74.0 
40.0 
41.0 
S9.S 
66.5 
59.5 
TABLE VIII (Continued) 
T:illle-
Job Activities Frequency 
Rating in 
Per Cent 
Collating material 17 
Full keyboard adding-listing 17 
machine 
Typing mailing and other lists 10 
Transferring files 8 
Labeling new folders 7 
Assisting in plans for social 6 
functions 
Taking dictation of minutes and 6 
transcribing 
Preparing financial statements 6 
Making entries in purchases 6 
journal 
Receiving and sending telegrams 5 
by telephone 
}laking entries in sales journal 5 
Keeping conference membership 5 
files 
Setting up new files 5 
ID!-1 key-punch 5 
Taking dictation at typewriter 4 
Taking inventory 4 
Preparing government reports 3 
Copying machine 2 
Keeping inventory records 1 
Classification 
General Office 
Office }!achines 
Typing 
Filing 
Filing 
Stenographic 
Stenographic 
Bookkeeping 
Bookkeeping 
Stenographic 
Bool<keeping 
Filing 
Filing 
Office Nachines 
Stenographic 
General Office 
Bookkeeping 
Office Machines 
Bool,keeping 
S6 
Total 
Frequency 
Rank 
35.0 
5h.5 
70.0 
74.0 
74.0 
TABLE VIII (Continued) 
Job Activities 
Taking dictation over telephone 
Cross referencing 
Collating machine 
Time-
Frequency Classification 
Rating in 
Per Cent 
0 Stenographic 
0 Filing 
0 Office Nachines 
Collecting and prepari11g materi2.l 0 Stenographic 
for bulletins 
Keeping publishing department 0 Bookkeeping 
records of colporteurs 
57 
58 
Table IX is arranged so that the job activities are listed according 
to their classification in the order of time-frequency ratings. The rank 
of each activity is also given accordirtg to total frequency of performance. 
The last colurm in the table shows the nUillber of respondents who felt that 
more instruction •ms needed in school on the particular activity. 
Of the stenographic and secretarial activities, handling incomLng 
and outgoing telephone calls came first, with a time-frequency rating of 
87 per cent. The next four activities were: receiving callers, with a 
time-frequency rating of 79 per cent; transcribing from recording machines, 
68 per cent; composing letters at the type1<riter, 58 per cent; and taking 
routine dictation in shorthand and transcribing, 52 per cent. The m.unber 
of respondents who felt more instruction was needed in school for these 
activities ranged from 23 for composing letters at the typewriter, which 
ranlted second in total frequency of performance, to 8 for receiving callers. 
The typing activities according to time-frequency ratings were: 
addressing envelopes, with a time-frequency rating of 69 per cent; pre-
paring masters for liquid duplicators, 58 per cent; preparing stencils, 
44 per cent; typing multiple carbons, 41 per cent; and typing reports, 
articles, and manuscripts from rough drafts, 34 per cent. Eighteen of 
the respondents felt that more instruction was needed in school on 
preparing stencils. 
Of the filing activities, filing material and finding material each 
had a time-frequency rating of 44 per cent, although the rank according 
to frequency of performance for filing material was one, and 14 for 
finding material. The next three filing activities Ilere: sorting and 
coding material, with a time-frequency ratLng of 27 per cent; keeping a 
follow-up file, 26 per cent; and transferring files, 8 per cent. Eight 
respondents indicated that more instruction was needed in school on the 
filing of material. 
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Of the bookkeeping and accounting activities, lmeping payroll records 
came first, with a time-frequency rating of 78 per cent, although it only 
ranlmd 61.5 according to total frequency of performance. The next two 
activities, making entries in general journal and operating a checking 
account, each had a time-frequency rating of 63 per cent. The activity, 
making entries in cash journals, had a time-frequency rating of 58 per 
cent; and the fifth activity in this group, operating petty cash fund, had 
a time-frequency rating of 55 per cent. No more than two respondents 
checked any activity in thL~ group as needing more instruction in school. 
Of the office machines activities, operating the bookkeeping machine 
ranked 68 according to total frequency of performance, but had a time-
frequency rating of 75 per cent. The next four office machines according 
to time-frequency rating were: postage meter, with a time-frequency rating 
of 67 per cent; checkwriter, 58 per cent; ten-lmy adding machine, h2 per 
cent; and liquid duplicator, hl per cent. The office machine, mimeograph, 
which 12 of the respondents indicated a need for more instruction in school, 
did not fall within the first five office machines, according to time-
frequency rating, although it has a total frequency of performance rank 
of 6. 
Of the general office activities, handling incoming and outgoing mail 
came first, 1-1ith a time-frequency rating of 92 per cent, and with a total 
frequency of performance ranlt of 5. The ne::.t four general office activities 
according to time-frequency ratings were: doing cashier \mrk, with a time-
frequency rating of 71 per cent; doing office housekeeping, h9 per cent; 
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preparing packages for mailing, 41 per cent; and distributing inter-office 
communications, 24 per cent. Not more than two respondents checked any 
general office activity as needing more instruction in school. 
Considering the entire table with regard to the need for more instruc-
tion in school, the number responding to any activity was ahmys under 23. 
Only seven activities were checked by ten or more respondents as needing 
more instruction in school, and all but two of these were stenographic and 
secretarial activities. The five stenographic and secretarial activities 
on which ten or more respondents indicated that more instruction in school 
•~as needed were: composing letters at the typewriter, with 23 responses; 
transcribing from recording machines, 18 responses; handling incoming and 
outgoing telephone calls, 17 responses; taking routine dictation in shorthand 
and transcribing, 16 responses; and taking dictation of minutes and transcrib-
ing, 10 responses. Of the other two activities indicated as needing more 
instruction in school, one was the typing activity of preparing stencils, 
with 18 responses; and the other was the operation of the mimeograph, with 
12 responses. 
.1"'\ 
Total 
Frequency 
Rank 
4.0 
8.0 
17 .o 
2.0 
20.0 
18.0 
25.0 
42.5 
12.5 
70.0 
10.5 
28.0 
37.5 
TABLE JX 
SIGNIFICANCE OF ACTIVITJES TI~ EACH CLASSIFICATION 
J\.ND m ORDER OF TTI1E-FREQUE1'CY RATTIJG-Y, 
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T:iJne- Number Stating 
Job Activities Frequency Need for More 
Rating in Instruction 
Per Cent 
STENC!GRAPHE ~ SECRETARIAL 
ACTIVITJES 
Handling incoming and outgoing 87 17 
telephone calls 
Receiving callers 79 8 
Transcribing from recording 68 18 
machines 
Composing letters at the typewriter 58 23 
Taking routine dictation in 52 16 
shorthand and transcribing 
Securing information needed for 45 2 
correspondence 
Naking appointments and 43 6 
reservations 
Supervising and planning work for 42 4 
others 
Securing and compiling information 34 1 
for reports 
Securing material for public "' _;;, 0 
relations work 
Ordering supplies and reportir1g 22 0 
on repairs 
Assisting in plans for social 6 3 
fw1ctions 
Taking dictation of minutes and 6 10 
transcribing 
'A-This table does not include activities performed by only one respondent. 
Total 
Frequency 
Rank 
32.0 
40.0 
35.0 
74.0 
7.0 
47.5 
3.0 
9.0 
15.0 
22.5 
27.0 
20.0 
20.0 
24.0 
TABLE DC (Continued) 
Job Activities 
STENOORAPHIC AND SECRETARIAL 
ACTIITITIES (Continued) 
Receiving and sending telegrams 
by telephone 
Taking dictation at typewriter 
Taking dictation over telephone 
Collecting and preparing material 
for bulletins 
TYPING ACTIITITIES 
Time-
Frequency 
Rating in 
Per Cent 
5 
4 
0 
0 
Addressing envelopes 69 
Preparing masters for liquid 58 
duplicators 
Preparing stencils 44 
Typing mult:4Jle carbons 41 
Typing reports, articles, and 34 
manuscripts from rough drafts 
Typing cards and filling in forms 33 
Typing statements, bills, and 31 
invoices 
Typing letters and reports from 29 
longhand 
Typing tabulations and statistical 27 
work 
Typing form letters 27 
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Number Stating 
Need for More 
Instruction 
4 
1 
1 
2 
2 
18 
2 
5 
1 
5 
1 
6 
2 
Total 
Frequency 
Rank 
31.0 
30.0 
1.0 
14.0 
37.5 
39.0 
29.0 
10.5 
74.0 
74.0 
54.5 
61.5 
51.0 
58.0 
56.5 
46.0 
44.0 
T.ABIE JX (Continued) 
Job Activities 
TYPING ACTNITJES (Continued) 
T:iJne-
Frequency 
Rating in 
Per Cent 
Typing inter-office communications 17 
Typing mailing and other lists 10 
FlLING ACTNITIES 
Filing material 44 
Finding material 44 
Sorting and coding material 27 
Keeping a follow-up file 26 
Transferring files 8 
Labeling new folders 7 
Keeping conference membership files 5 
Setting up new files 5 
Cross referencing 0 
BOOKKEEPING AND ACCOUNTING 
ACTNITIES -
Keeping payroll records 
Making entries in general journal 
Operating a checking account 
Making entries in cash journals 
Operating petty cash fund 
Posting entries 
78 
63 
63 
58 
55 
52 
63 
Number Stating 
Need for More 
Instruct ion 
0 
3 
8 
2 
2 
3 
0 
0 
0 
0 
1 
0 
0 
1 
0 
1 
0 
Total 
Frequency 
Rank 
45.0 
64.0 
53.0 
51.0 
66.5 
64.0 
59.5 
59.5 
74.0 
68.0 
70.0 
16.0 
56.5 
54.5 
6.0 
61.5 
51.0 
TABLE DC (Continued) 
Job Activities 
BCJOKREEP IJI!G MID ACCOUNTING 
ACTNITIES (Continued) 
Time-
Frequency 
Rating in 
Per Cent 
Figuring and checking invoices 52 
and statements 
Computing interest and discount 33 
Preparing trial balance 21 
Preparing financial statements 6 
Making entries in purchases journal 6 
Maldng entries in sales journal 5 
Preparing government reports 3 
Keeping inventory records 1 
Keeping publishing department 0 
records of colporteurs 
OFFIC£ MA.CHDJES OPERATED 
Bookkeeping machine 
Postage meter 
Checkwriter 
Ten-key adding machine 
Liquid duplicator 
Rotary calculator 
Himeograph 
Folding machine 
Telephone switchboard 
75 
67 
58 
42 
41 
38 
33 
33 
31 
64 
Number Stating 
Need for ~lore 
Instruction 
2 
0 
0 
1 
0 
0 
1 
1 
0 
2 
0 
0 
6 
5 
1 
12 
0 
1 
65 
TABLE JX (Continued) 
Total T:ilne- Number Stating 
Frequency Job Activities Frequency Need for More 
Rank Rating in Instruction 
Per Cent 
OFFICE MACHINES OPERATED 
(Continued) 
49.0 Key-driven calculator 28 1 
22.5 Addressograph 22 3 
26.0 M:ilneoscope 21 8 
64.0 Full keyboard adding listing 17 0 
machine 
7h.O JBM key-punch 5 1 
66.5 Copying machine 2 0 
70.0 Collating machine 0 0 
GENERAL OFFICE ACTIVITJES 
5.0 Handling incoming and outgoing mail 92 2 
42.5 Doing cashier work 71 2 
33.5 Doing office housekeeping 49 1 
12.5 Preparing pack:;ges for mailing 41 2 
33.5 Distributing inter-office 24 0 
communications 
36.0 Collating material 17 0 
41.0 Taking inventory 4 0 
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The last part of the questionnaire provided space for the respondent 
to indicate the filing system used, the kind of typewriter used, and ac-
tivities on ;1hich considerably more than two hours a day 1·JCre spent. 
Comments and suggestions that were added by the respondents are also 
inclUded in this section. 
TJlBLE X 
FTI.ING SYSfEMS U~D BY THE RESPONDENTS 
Type of System Number Per Cent 
Responding 
Alphabetic 105 95 
Subject 41 37 
Numeric lie 13 
Geographic h h 
Other 1 1 
Table X indic8tes the filing systems used by the respondents. The 
alphabetic system was used by 105 of the respondents, or 95 per cent. 
Forty-one, or 37 per cent, of the respondents used the subject system. 
Numeric was used by 14 of the respondents, or 13 per cent; geographic by 
4, or h per cent; and one respondent indicated that another system was 
used, which was by departments. !lo one indicated the use of the Soundex 
filing system. It ;1ill be noted that 55 of the respondents used more 
than one system of filing. 
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TJ\BLE XI 
KThTDS OF TYPEWRITERS USED BY THE RESPONDUITS 
Kind of Typewriter Number Per Cent 
Responding 
Standard electric 54 L9 
Hanu2l L8 Lh 
Executive electric 9 8 
Table XI indicates the kinds of typewriters used Py the respondents. 
Fifty-four, or 49 per cent, of the respondents indicated that they used 
the standard electric; hS respondents, or !J.t per cent, the manual; and 
9, or 8 per cent, the executive electric. One of the respondents used 
both the executive electric and manual type1o~riter. 
Table XII records the activities <Thich the respondents indicated 
that they spent considerably more than two hours daily. Since only those 
activities on <Thich considerably more than two hours daily were spent 
were requested on the questionnaire, all those activities listed which 
did not average at least ten hours <-reekly "ere omitted from this tabulation. 
The table shows the total hours spent weel,ly on each activity as <Tell as 
the average weekly hours and per cent. The nctivities are arranged 
according to total frequency of response. 
Forty-eight respondents indicated that they spent considerably more 
than two hours daily on some activity. Tl-mlve respondents indicated that 
transcribing from recording machines consumed a major portion of their 
time. The average number of weekly hours for this activity was 20.7, or 
51.6 per cent of all activities performed. The next highest activity, 
according to frequency of response, was answering the telephone and 
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receiving callers, reported by 8 respondents 1;1ith an average of 30.3 hours 
weekly, or 63.1 per cent. Colllposing letters at the typewriter came next 
with 5 respondents spending an average of 15.8 hours weekly, or 36.5 per 
cent. 
The next three activities uere each performed by three respondents. 
They were: transcribing letters from shorthand, with an average of 23.3 
hours weeltly; posting entries, 24.7 average hours <Jeekly; 8Dc preparing 
reports, 13.7 average hours weekly. Typing stencils, with an average of 
12.5 hours weekly; handling incoming 8Dd outgoing mail, 17.5 average hours 
weekly; and typing activities, 26.5 average hours weekly were reported by 
two respondents each. 
Eight activities were reported by one respondent each. They are: 
billing activities, with 27.0 average hours t-Jeel,ly; stenogr2.phic activ-
ities, 23.0 average hours weekly; coordinating creative activity, 18.0 
average hours <Jeekly; operating mimeograph, 17.0 averege hours <Jee!dy; 
making appointments, 15.0 average hours <Jeekly; interviewing patients, 
14.0 average hours ;reekly; typing schedules, lL .0 average hours weekly; 
and filing material, 10.0 average hours weekly. 
Since the activity of transcribing from recording machines, 1-1hich is 
the highest in tota.l frequency, with 12 respondents, only involves 11 per 
cent of all the 110 respondents to the questionnaire, these results are 
not too significant with regard to this survey. 
TABLE XII 
ACTIVITIES ON WHICH CONSIDERABLY MORE THAN ~0 HOURS 
IS SPENT DAILY, ARRANGED ACCORDJNG TO TOTJ!J. FREQUEi'JCY 
OF RESPON:X: 
Total Total Average 
Activity Frequency Hours Hours 
1·1eek1y 1-leek1y 
Transcribing from recording 12 248 20.7 
machines 
Ans.rering telephone and receiving 8 242 30.3 
callers 
Co~osing letters at the type1cJriter 5 79 15.8 
Transcribing letters from shorthand 3 70 23.3 
Posting entries 3 74 24.7 
Preparing reports 3 41 13.7 
Typing stencils 2 25 12.5 
Handling incoming and outgoing mail 2 35 17.5 
Typing activities 2 53 26.5 
Billing activities 1 27 27 .o 
Stenographic activities 1 23 23.0 
Coordinating creative activity 1 18 18.0 
Operating mimeograph 1 17 17 .o 
Naking appointments 1 15 15.0 
Interviewing patients 1 ll~ 14.0 
Typing schedules 1 14 14.0 
Filing material 1 10 10.0 
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Per Cent 
51.6 
63.1 
36.5 
58.3 
61.7 
34.2 
31.3 
43.8 
66.3 
67.5 
57.5 
45.0 
42.5 
37.5 
35.0 
35.0 
25.0 
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About half of the respondents indicated that it 1-ras difficult for them 
to fill out this questionnaire because their worlt was so varied and depended 
on whether or not their employer was in the office or traveling. They indi-
cated that when their employer ·Has in, they would spend much time on dicta-
tion; and when he was out, mimeographing and other activities would consume 
their time. Other comments or suggestions given by the respondents are 
reported below: 
In worlting in a conference office, it is most important 
that the secretaries have an all-arou..rld training in secretarial 
work because no gir 1 confines her work to a given taslt. 
I thinlt the greatest need in instruction comes with teaching 
the students to be willing and able to use their own initiative 
in handling the office activities when the boss is gone, and 
lightening his load when he is there. Especially in our organi-
zations, uhere the men have to travel much, it is important that 
the information requested through the mail when they are gone be 
sent to the inquirer promptly. 
There is great need for an adequate secretarial training 
program on the academy level, especially for those who may not 
be able to go on to college. 
The responsibilities placed upon a secretary increase with 
the years of service. It is very important for anyone contem-
plating secretarial work to take the study of grammar and punc-
tuation seriously. Many times a girl is asked to compose her 
own letters. In this case, she should be able to express her 
thoughts directly on the typewriter. 
I would suggest instruction in grammar and spelling, along 
with the use of the dictionary. 
A knowledge of our mm church organization and activities 
gives a secretary a background which is beneficial, and should 
be included in the prospective secretary's training through use 
of the denominational yearbook. 
I have found that my secretarial courses in the academy 
were very helpful, but a person is much better qualified and 
able to handle a job after a few years at college. I also 
feel that it would help a prospective secretary if she could 
work in an office while taking her secretarial courses. 
I feel that the schools should stress personality and 
character development of the prospective secretary. 
Young people should be trained to consider interruptions 
as a part of their worlt. 
In our conference, it seems that the most important skill 
is that of operating the mimeograph, and then the usual secre-
tarial skills. 
Being able to operate a ten-key adding machine is of real 
value in conference work. 
I think conference offices hgve a unique system, which is 
much the same in all of our conference offices, which makes it 
possible for a secretary to transfer from one to another quite 
easily. 
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CHAPI'ER VI 
SUIIJI1ARY OF FINDINGS AND CCWCLUSIONS 
Summary of Findings 
A list of names and addresses of 32 organizations was compiled with 
the use of the 1959 Seventh-Day Adventist Yearbook and a total of 217 
data sheets and job-activities check lists were mailed to the personnel 
managers of these 32 organizations. Of the 217 check lists sent, 110, 
or 51 per cent, were returned. The following summa!"'J of findings is based 
on the anaLyses of data obtained from the survey: 
1. Eight different job titles were held by the respondents. The 
title named most by the respondents was that of secretary, indicated by 
91 respondents, or 83 per cent. other titles, in order, were stenographer, 
clerk, receptionist, associate manager of Book and Bible House, instructor 
in Bible school, cashier, and cashier-accolli,tant. 
2. The mee>n number of years of employment for all respondents was 
3.8, indicating a high rate of turnover. However, 57 respondents, or 52 
per cent, indicated that they had held previous positions with the denomi-
nation, showing considerable transferring within the organization of the 
denomination. 
3. Grade school diplomas were held by 102 of the respondents, high 
school diplomas by 106 respondents, business school diplomas by 10 respond-
ents, two~ear college associate degrees by 31 respondents, and four~ear 
college degrees by 24 of the respondents. Seventeen of the respondents 
indicated that they had attended other schools. Schools attended were: 
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business school, nursing school, medical technicians school, night school, 
post-graduate in education, music conservatory, Comptometer school, and 
university. Twenty-five respondents indicated that they had taken some 
college courses, but did not have enough credits for a college degree. 
In all, 87, or 79 per cent, of the respondents had furthered their educa-
tion beyond high school, even though, in some cases their education was 
limited. 
4. The first ten job activities according to the order of frequency 
of performance by the respondents were: filing material, composing letters 
at the type-writer, preparing stencils, handling incoming and outgoi:1g 
telephone calls, handling incoming and outgoing mail, operating the mimeo-
graph, addressing envelopes, receiving callers, typing multiple carbons, 
and ordering supplies and reporting on repairs. The frequency of perform-
ance for these activities ranged from 100 for filing material to 77 for 
ordering supplies and reporting on repairs. 
5. Of the stenographic and secretarial activities, composing letters 
at the type-writer was first, with a total frequency of 96. The next four 
activities, ranging from 93 to 76, were: handling incoming and outgoing 
telephone calls, receiving callers, ordering supplies and reporting on 
repairs, and securing and compiling information for reports. 
6. The first three typing activities, arranged according to total 
frequency of response, ranged from 95 to 74. The activities were: address-
ing envelopes, typing multiple carbons, and typing reports, articles, and 
manuscripts from rough drafts. Typing letters and reports from longhand, 
and typing tabulations and statistical worl,, each had a frequency response 
of 65. 
7. Of the filing activities, filing material was performed Py 100 
of the respondents. The next four activities, ranging from 77 to 33, 
were: labeling new folders, finding material, transferring files, and 
sorting and coding material. 
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8. Under the classification of bool,lmeping and accounting activities, 
posting entries came first, with a total frequency of 23. Bookkeeping and 
accounting activities following in order of frequency were: figuring and 
checking invoices and statements, operating petty cash fund, making entries 
in general journal, and preparing financial statements. These activities 
ranged from 21 to 16 according to frequency of performance. 
9. The first five office machines used ranged from 90 to 19 according 
to total frequency of response. Of the office machines used, operating 
the mimeograph came first, followed Py the ten-lcey adding machine, Address-
ograph, mimeoscope, and checkwriter. 
10. Under the classification of general office activities, handling 
incoming and outgoing mail came first, with a total frequency of 91. The 
next four general office activities, ranging from 76 to 34 ;mre: preparing 
packages for mailing, distributing inter-office communications, doing office 
housekeeping, and collating material. 
11. The first ten job activities arranged according to time-frequency 
rating range from 92 per cent to 63 per cent. The activities were: han-
dling incoming and outgoing mail, handling incoming and outgoing telephone 
calls, receiving callers, keeping p:zyroll records, operating the bookkeeping 
n1achine, doing cashier work, addressing envelopes, transcribing from re-
cording machines, operating the postage meter, and making entries in 
general journal. 
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12. According to the time-frequency rating, handling incoming and 
outgoing telephone calls came first of the stenographic and secretarial 
activities, with a rating of 87 per cent. The next four activities, 
ranging from 79 to 52 per cent, were: receiving callers, transcribing 
from recording machines, composing letters at the typewriter, and taking 
routine dictation in shorthand and transcribing. 
13. The typing activities according to time-frequency ratings, and 
ranging from 69 to 34 per cent, •mre: addressing envelopes, preparing 
masters for liquid duplicators, preparing stencils, typing multiple carbons, 
and typing reports, articles, and manuscripts from rough drafts. 
14. Of the filing activities, filing material and finding material 
each had a time-frequency rating of 44 per cent, although the rank according 
to frequency of performance for filing material was one, and for finding 
material was 14. The next three filing activities, ranging from 27 to 8 
per cent, were: sorting and coding material, keeping a follow-up file, 
and transferring files. 
15. Of the bookkeeping and accounting activities, keeping payroll 
records came first, with a time-frequency rating of 78 per cent, although 
it only ranked 61.5 according to total frequency of performance. The next 
four activities, ranging from 63 to 55 per cent, were: making entries in 
general journal, operating a checking account, making entries in cash 
journals, and operating petty cash fund. 
16. Operating the bookkeeping machine ranked 68 according to total 
frequency of performance, but had a time-frequency rating of 75 per cent. 
The next four office machines operated, ranging from 67 to 41 per cent, 
were: postage meter, checkwriter, ten-key adding machine, and liquid 
duplicator, 
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17. Of the general office activities, handling incoming and outgoing 
mail came first, with a time-frequency rating of 92 per cent. The next 
four general office activities, ranging from 71 to 24 per cent, were: 
doing cashier work, doing office house!meping, preparing packages for 
mailing, and distributing inter-office communications. 
18. Only seven activities were checked Py ten or more respondents 
as needing more instruction in school, and all but two of these were steno-
gr::lphic and secretarial activities. The five stenographic and secretarial 
activities were: composing letters at the typewriter, t;ith 23 responses; 
transcribing from recording machines, 18 responses; handling incoming and 
outgoing telephone calls, 17 responses; talting routine dictation in short-
hand and transcribing, 16 responses; and talting dictation of minutes and 
transcribing, 10 responses. Of the other two activities indicated, one 
was the typing activity of preparing stencils, with 18 responses; and the 
other was the operation of the mimeograph, with 12 responses. 
19. The alphabetic system of filing was used ~/ 105 of the respondents, 
or 95 per cent. Forty-one of the respondents, or 37 per cent, used the 
subject system; numeric was used Py 14 of the respondents, or 13 per cent; 
and geographic by 4 respondents, or 4 per cent. 
20. Fifty-four of the respondents, or 49 per cent, indicated that they 
used the standard electric typewriter; 48 respondents, or 44 per cent, the 
manual; and 9, or 8 per cent, the executive electric. 
21. Of the activities which consumed a major block of time, tran-
scribing from recording machines came first in order of frequency, with 
12 respondents; answering telephone and receiving callers, 8 respondents; 
and composing letters at the typet;!'iter, 5 respondents. 
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Recommendations for Improving the Educational Program 
The following recommendations are based on the analysis of findings 
obtained from the survey: 
1. As indicated by the frequency of performance tables, and the 
lack of significance with regard to any activity consuming a major bloc!' 
of time, it is evident that the activities performed Py the stenographic 
and secretarial employees of the Association of Seventh-day Adventists are 
of a wide variety. This should be considered ><hen training prospective 
stenographic and secretarial employees. In general, they should receive 
a broad, all-around secretarial training. 
2. Najar emphasis should be placed in the curriculum on the following 
stenographic and secretarial activities, as they appear high in total fre-
quency of performance, in time-frequency rating, and as consuming a major 
block of time: handling incoming and outgoing telephone calls, receiving 
callers, transcribing from recording machines, composing letters at the 
typewriter, and taking routine dictation in shorthand and transcribing. 
3. The following typing activities should receive special attention 
in the educational program inasmuch as they appeared high both in order 
of frequency of performance and in time-frequency rating: addressing 
envelopes, preparing stencils, typing multiple carbons; and typing reports, 
articles, and manuscripts from rough drafts. 
4. About half of the filing activities appear in the upper half of 
total frequency of performance. The filing activities which should receive 
major emphasis are: filing material, finding material, sorting and coding 
material, and transferring files. The alphabetic system of filing should 
receive major emphasis, but with some instruction given in the other systems. 
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5. All of the bookkeeping and accounting activities fall in the lower 
half of total frequen~ of performance, but are high in time-frequency 
rating, indicating that those >>ho perform bookkeeping and accounting 
activities, perform them frequently. Bookkeeping and accounting activities 
which should be stressed in training are: making entries in general journal, 
operating petty cash fund, posting entries, and figuring and checking in-
voices and statements. Some of these activities can be taught in courses 
other than bookkeeping or accounting. 
6. All but four of the office machines operated fall in the lower 
half of total frequen~ of performance, but the majority come in the upper 
half according to time-frequen~ rating. Office machines 1c1hich should 
receive emphasis are the chec!rwriter, ten-!tey adding machine, and mimeograph. 
An acquaintanceship !mowledge should be given on the remaining machines. 
7. Due to the fact that much of the denominational work is with 
bulletins and mimeographed t>ork, a thorough !mot>ledge should be provided 
in preparing stencils, operating the mi:neograph, and using the !!rlneoscope. 
8. All of the general office activities appear in the upper half of 
total frequency of performance. Three of the 9eneral office activities 
olhich appear high both in order of frequency of performa11ce and in time-
frequency rating ha:ve to do with mail services, and should receive emphasis 
j_n instruction. They are: handling incoming and outgoing mail, preparing 
packages for mailing, and distributing inter-office communications. The 
general office activity of doing office housekeeping also appears high in 
both ratings. This activity can, and should be, included as a part of the 
instruction of every business course. 
9. Instruction should be given all prospective stenographic and 
secretarial employees on the electric typewriter as well as the manual 
typewriter. 
10. Attention should be given to grammar and spelling, personality 
and character development, use of the denomi.<ational yearboolt, and the 
organization of the Association of Seventh-dqr Adventists. 
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11. It would be of benefit to the student to be able to gain actual 
work experience 1<1hile still in school. 
12. Attention should be given to providing an adequate secretarial 
training program on the secondary school level. 
Recommendations for Further Research 
1. A further study should be made of the employers of the Association 
of Seventh-dqr Adventists to ascertain what they feel is of importance in 
the training of secretarial students. 
2. A study should be made of the curricula of the schools operated 
by the Association of Seventh-dqr Adventists to determine how well they are 
meeting the needs of the student. 
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Dear 
Broadview Academy 
La Fox, Illinois 
January 21, 1959 
Realizing the need for closer coordination between the classroom 
and the office, I am conducting a survey of the activities per-
formed by stenographic and clerical employees of the Association 
of Seventh-day Adventists to determine the length of time spent 
performing these activities. This survey is being conducted under 
the direction of Professor Lester I. Sluder of Boston University, 
and with the cooperation of Professor L. R. Rasmussen of the General 
Conference Department of Education. 
Enclosed you will find copies of the data sheet and check list to 
be filled out by your employees. I will appreciate it if you will 
distribute these forms and encourage your employees to fill them 
out promptly. Also enclosed are self-addressed stamped envelopes 
for the return of the completed forms. 
The results of this survey will be used in studying the effectiveness 
of the business curriculum in the Seventh-day Adventist Academies. 
The results will be valuable, not only to education, but also to you 
as an employer. 
You can assure your employees that their names will be kept strictly 
confidential and their responses will be used for tabulation purposes 
only. The form takes only about fifteen minutes to fill out as most 
of it requires only a check mark. 
I wish to thank you in advance for your cooperation in this study. 
Enclosures 
Very sincerely yours, 
Virginia M. Barclay 
Secretarial Instructor 
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A SURVEY OF THE ACTIVITIES ?ERFORI1ED BY 
SELECTED STENOGRAPHIC AND CLERICAL EMPLOYEES 
OF THE ASSOCIATION OF SEVENTH-DAY ADVENTISTS 
DATA SHEET--PART I 
I Name ______________________________________________________ _ 
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II. Present job title ________________________________________________________ __ 
III. Name of present employing organization·--------~~--~~-------------------­
(Name of Office, Publishing House, or Hospital) 
IV. How long have you been employed in your present posit ion·? 
l Less than l year 
2 From l to h years 
3. From 5 to 9 years 
11, From 10 to lh years 
5. From 15 to 19 years 
6_ From 20 to 24 years 
7 From 25 to 29 years 
8. Over 30 years 
V- Please list any previous positions tvhich you have held in offices 
operated by the denomination, indicating length of service 
Place of Employment Position Length 
VI. vJhat has been the extent of your education·! Please check all of the 
diplomas Hhich you have received, 
Schools other than 
Seventh-day Adventist Seventh-day Adventist 
1. Grade school diploma l. Grade school diploma 
2 Academy diploma ___ 2. High school diploma 
3- Two-year college certificate 3 Business school diploma 
4- Four-year college degree -- i+ College t~-To-year associate degree== 
5 _ Other (identify) _____________ 5 College four -year degree 
6. Other (identify) __________________ _ 
6. If you have taken some college courses, but do not have enough credits 
for a college degree, please indicate the number of credits earned and 
the type of program pursued-
Credits Type of 0 rogram 
,JOB ACTIVITIES-- PART II 84 
Please check (/) the approximate frequency of Performing the following duties 
on your present job. Check in one column only if you perform the duty. DO 
NOT CHECK ANV DUTY l<rfHCH YOU DO NOT PERFORM. In column G check those duties 
and activities ~orhich you feel should be given greater emphasis in academy 
instruction. 
Approximate 
Frequency of 
Performance 
Job Activities 
I. STE~OGRAPHIC AND SECRETARIAL ACTIVITIES 
l. Taking routine dictation in shorthand and 
transcribing~------~~--~----~~------------------~---2. Composing letters at the type1·'riter-,---__________ .~-_ 
3. Transcribing from recording machines~-----~-----~--4· Handling incoming and outgoing telephone calls ___ _J 
-------.-----~ 5 Receiving callers 
6. Making appo intmen""t"'s __ a_n_d-;---r-e-=s"'e"'r"'v""a-t'L7i-o:::n-s------------+-- ________ . __ . __ 
7 Assisting in plans for social functions-;--------
8 Ordering supplies and reporting on repairs _____ _ 
9 Supervising and planning Hork for others ____ ·---+--· 
10. Taking dictation at typeHri ter ____________ __!. .-.---------
ll. Taking dictation over telephone 
12. Taking dictation of minutes and--,t,-r_a __ n_s_c-r'""i"'b_l,_,n_g _______ __,__ 
13 Receiving and sending telegrams by telephone ____ . ·'--------·-------14. Securing information needed for correspondence ___ ~--
15 Securing and compiling information for reports ___ ~-~ 
16 Other stenographic and secretarial activities 
-----·-------
------·---· -·--
not listed: _____________________ _ 
--~ 
-------------------------------------------.--~-,~--'-- ---c--
II TYPING ACTIVITIES 
17 
18. 
19. 
20. 
21 
~2 
23 
24 
25 
26 
27· 
Addressing envelopes 
Typing letters and r_e_p_o-r'""t,_s-f~r-o-m~l:-o-n_g_h:--a-n-:d:--------
Typing reports, articles, and manuscripts 
from rough drafts Typing multiple c-a-r~b-o_n_s ___________________ _ 
Preparing masters for liquid duplicators ________ ~-
Preparing stencils~~~--~~~---;----------------­
Typing statements, bills, and invo1ces 
Typing tabulations and statistical Hor~k----·-----· 
-\-------·-----·---
-----'--------
~--'------·------·---
---·--·---
-'------·---Typing inter-office communications _______________ _.___ ·-------·-·--
Typing cards and filling in forms. ________________ ~---k--
- ~·--'---Typing mailing and other lists _____________ ~------~~-~-~---
28. 
29. 
ill. FILl 
30. 
31. 
32. 
33· 
34-
35-
36. 
37 
IV. BOO 
Job Activities 
Typing form letters I Other typing activities not listed: 
I 
' 
NG ACTIVITIES 
I 
Sorting and coding material 
Cross referencing 
Filing material 
Finding material 
Keeping a follow-up file 
Transferring files 
Labeling new folders 
Other filing activities not listed: 
KKEEPING AND ACCOUNTING ACTIVITIES 
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Approximate 
Frequency of 
Performance 
S::-,-1, 0 • 0 s:: r-'1 +l 0 +' c; <1l~;J ;J•rl Jll•rl ~ 
' 1-< 1>. 0 
:;; trl IN~;Jj Orl rl Qll•rl.S:: 1j I.><:;::~ o "S]S~-<<IlkOJOJ1 ;J .,., ~~,2 2 5i ~ ~ g ~ § ~ ~ .: ~ r>. r>. -'4....:! 0 ~ <o-:1 ~ •rl 
AlBIC DE F•o-
-! : I I 
I I I 
I 
I i ' 
! ' T T I I ! ! I I 
I ' i I 
' 
' 
i : i 
' I I ' ' I i : 
' ' 
I I 
~·
' I ' !--.: ' ' ~ 
) i 
l ! I : ' I I ! 
> I 
38, Making entries in general journal.___,-----------lf------" 
39. Making entries in purchases journal. _____________ ~~ j-'--~--1--...J. 40. Making entries in sales journal. ____________ ~-· 
41. Making entries in cash journals ~:-~---1~~~~-
42. Posting entries • 
..___: 43. Operating petty cash fund __________________ +--
44. Keeping payroll records 45. Keeping inventory recor'd~s-------------------4--" 
46. Computing interest and discount ___________________ _ 
' 
I ; ~ 
I 
~· 
47. Preparing trial balance I 48. Preparing financial sta7t_e_m_e_n~t-s--------------~· 
49, Preparing government reports _____________ _;. --·-·-+--!--+--
50. Operating a checking account ____ ~~~~---~----51. Figuring and checking invoices and statements ______ ~ 
52. Other bookkeeping and accounting activities 
! 
--+--+--!1 
not listed: _________________________________ -+-- I 
V· OFFICE MACHINES OPERATED 
53. 
' I 
I 
I 
e I I ' I I 
listing machine I ! I 
' I, 
; Jl\54 55. 
56 
57 58. 
59 
' ' I 
. 
Ten-key adding machin 
Full keyboard adding 
Rotary calculator~--
Key-driven calculator : Bookkeepingh~achine. ________________________________ P.· ! 1 ! !=! 
~ i ~~ i ~g d ~~ ~i c ~~·-o-r:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::~::::::::::::::::::::::::::::::::::tt:J::::::i:::~.;___·L: __ L-_t.L....J·=-~-
60. 
61. 
62, 
63. 64. 
65. 
66. 
67. 
68. 
Job Activities 
Mimeograph 
MdJneoscope 
Multilith 
Checkwriter 
Addressograph 
IBM key-punch 
Telephone switchboard 
Teletype 
Other office machines not listed: 
VI. GENE RAL OFFICE ACTIVITIES 
69, 
70. 
71-
72. 
73-
74. 
75. 
76. 
Handling incoming and outgoing mail 
Preparing packages for mailing 
Distributing inter-office communications 
Taking inventory 
Doing cashier work 
Collating material 
Doing office housekeeping 
Other general office activities not listed: 
PART III 
I, Please check the filing system you use: 
Alphabetic 
Numeric 
Subject 
Geographic 
Sound ex Other (identify) ______________________ __ 
II. Please check the kind of typewriter you use: 
Manual . _____ , Electric: 
Standard 
Executive 
~.: ~;J'c 4~ +' .,~ 
~"' 
_:il2 
A 
.. 
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Approximate 
Frequency of 
Performance s:: ... 
~~~b) "' -~ "' Q) ~ +' 0 0 ·.-i s.: ~M ): +' 
+'i ~1~ ~ ~~ :; ~ g M .-; +' ~ ·.-i .<:: ~~@ ~ ~ j .<:: 0 § Q) "' 0 Q) ~ H H C a> 8 ~ :il -~ r>. r>. -sH ::;:: 
B i C D E F G 
I I 
' I 
' 
! 
I 
i 
l l 
! I I 
., 
' 
I 
' ' ' 
i I ) 
i 
. -~ 
!_j ' 
i ) 
' ! ' 
I T T 
I I 
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III. If you spend considerably more than two hours daily on any activity, 
please list this activity which consumes the major block of your time 
,.,_~on the chart below and indicate how many hours you spend each day and 
total for the week. See example. 
I Weekly 
Ex. 
Ex. 
Activity Mon. Tue, Wed. Thurs. Fri. total,hrs, 
Answering telephone 6 6 6 
Filing material 4 4 
1 
NOTE: Please do not skip section III, as it is very important with 
regard to the whole survey. 
ltl 
tl 
